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In the time it takes to smoke a cigarette 


LET US SHOW YOU 


THE WORLDS FASTEST ELECTRIC 
with the worlds finest features 


Made for typists by typewriter experts, today’s Smith-Corona Office Electric is the 
electric typewriter which carries on where others left off.Call your Smith-Corona 
representative tor a short demonstration of this marvelous business machine. 





Sleek, clean, modern design, comple- All the operating controls are grouped 
menting faultless performance. Five efficiently within the keyboard area. 
lovely decorator colors. Exclusive Result: No waste motion, less chance 
Signal Light gives on-off indication. for errors. Faster, easier, better typing. 


You ned error control. 
You nsed error control. 








Exclusive Half Spacing —the easiest, Special keyboard slope and slightly 
simplest method of error control. slanted keys give unmatched comfort. 
Permits corrections without time- Every key is cushioned to prevent 
consuming, expensive total re-typing. “flat” feeling and give livelier touch. 


SMITH-CORONA ELECTRIC 


best business connection you ever made 
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, Se, ITH 
a 4 MECHANIZED 
| MAIL 
PROCESSING! 


Gathers 
Opens Flaps 


Sastsbnen PHILLIPSBURG 


Seals 
Prints Indicia 
Counts 


Stacks 


MAILING MACHINE 


business-builder for 30 years! 


Now you can increase sales, build volume, tap new 
markets with Inserting and Mailing Machine’s low cost mech- 
anized mail processing. You can keep salesmen, jobbers, retailers 
on their toes with new promotions, sales aids, price lists...send 
catalogs, ads, direct mail to customers everywhere...open new 
markets for your products and services, stimulate inquiries. 
And I & M cuts mailing costs up to 80% — gives you dependable 
vacuum feed, economical postal indicia printer. 


Sales and Service 
from 


Coast to Coast “y INSERTING & MAILING MACHINE CO. 
a PHILLIPSBURG, NEW JERSEY 


‘ “ (C) Send ''Wider Horizons with Mechanized 
EA Mailing” 
& () Send brochure on ''New 2-Station | & M"’ 


| 
INSERTING AND | 
| 
| 
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THE GIANT STEP 


How a bank 
will post 
daily changes 
into 700,000 
stockholder 
records in less 
than 1 hour! 


Here’s why a leading bank chose this 
new Electronic Data Processing System: 


The DATAmatic 1000 will update 
700,000 stockholder records, 100,000 de- 
posit accounting records, 8,500 personal 
trust records and 65,000 installment loan 
accounts daily. And here’s just one sample 
of its speed — an average of 4,000 daily 
changes will be posted into 700,000.stock- 
holder records in less than one hour! 


It’s this kind of performance that is 
selling modern business such as this 
bank, a large manufacturer, a hospital- 
medical service association on the 
DATAmatic 1000. They’ve found that 
this is the system designed specifically for 
business. All of these elements of the 


FORWARD IN BUSINESS 


DATA PROCESSING 


Mariguae Beed 


NATION-Wibt 
BANK 
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RANT 
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DATAmatic 1000 — processing speeds, 
file capacity, flexibility, reliability, ease 
of programming are perfectly com- 
bined for handling an almost limitless 
variety of large-scale operations. 


Your organization may well find the 
DAT Amatic 1000 ideal for cutting costs of 
office processing work ... and for providing 
management with accurate up-to-the-minute 
reports on which to base daily decisions. If 
you are considering any large-scale data 
processing program, you will want to evalu- 
ate the DAT Amatic 1000. Our applica- 
tions engineers will be glad to discuss your 
requirements. Courses of instruction and 
programming are available. Write for de- 
tails. 


D/ATAgnacic 


CORPORATION 
151 Needham St. « Newton Highlands 61 Massachusetts 
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Dixon 
Ticonderoga 
Pencils 


always write with 


clean, crisp strokes. 


For strokes of 
pure color... 
always use 
Dixon Thinex 
Color Pencils 


D IXO N 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Pencil Sales Division Jersey City 3, N. J. 
Dixon Pencil Co., Ltd. Newmarket, Canada 
Dept. OO-9 
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this book 

can 
revolutionize... 
and economize 
your daily 
office 
procedures! 


Just published by 

Diebold, Inc., this 

authoritative manual 

contains the complete 

transcript of the first 

symposium ever held on 

the use of Procedural Microfilming 
as an everyday office tool in 
Clerical Cost Control. 


The symposium, held at the 

Park Lane Hotel in New York City, 

under the chairmanship of Jerome W. Harris, 
Publisher and Editor of Management Methods 
Magazine, was sponsored by Diebold 

and covered such subjects as: 


oi . e Motorized 

reduction of clerica elimination o 

operations descriptive billing + Portable 

protection against bad } e Lowest Cost 

checks ¢ uses in budget 

protection of accounting 

shareholders records 

speeding tax reports 

increasing inter-city 

banking services uses in field audits 

uses of procedural , f 

microfilming in market savings in the : ae 

research educational field, etc. FLOFILM 9600—first 
microfilm camera 

specifically designed 


savings in credit 
operations 


For your free copy of “Procedural Microfilming” clip the for “P 
coupon to your business letterhead and mail today. Addi- e 
tional copies are available at $1.00 per copy. ' 
' 
' 





DIEBOLD, INC. Dept. 70 
Flofilm Division 


oe Norwalk, Conn. 
Please send copy of “Procedural Microfilming” to 
EE 


c Sea ve pate 
ae eo a a ompany 
Flofilm Division e Norwalk, Conn Address 





Sales and Se-vice Offices in All Principal Cities ieee a en 
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How to Get 


Systems Information 


LESLIE H. MATTHIES, Chief, 
Engineering Administrative 
Services, Hallamore Electronics, 
Anaheim, Calif. 


General Chairman, 
1957 International Systems 
Meeting, Los Angeles 

HERE IS A tremendous store of 

valuable systems ideas in the minds 
of the men who sell systems services, 
systems machines and systems supplies. 
In considerable measure the present 
development of the art of systems and 
procedures has come about because of 
the systems thinking and developments 
that are spread around by salesmen. In 
many cases the salesman and his com- 
pany may not originate these systems 
ideas, but usually they are a factor in 
helping to develop them. 

In developing a basically sound sys- 
tems idea, the salesman plays the role 
of the honeybee spreading pollen. He 
spreads good ideas among the com- 
panies on which he calls. These ideas 
can seldom be used in the form in 
which he brings them, but they are 
valuable as basic concepts and can be 
adapted to the needs of the organiza- 
tion. 

Here is what often happens. The 
customer, including you and me, may 
purchase a product turned out by a 
systems company and we find a way to 
put it to a more effective use than origi- 
nally intended. As we work with 
a systems salesman, he may make sug- 
gestions that we can use. Many of the 
ideas he suggests we may reject for 


reasons that he could not be expected 
to know. Often he may be working 
with us on an entire survey, giving what 
time he can. 

In other cases, we might have done 
the entire systems engineering job alone 
but, when the salesman called back and 
found out how effectively we were using 
his product, he spread the good news 
to others. 

The alert systems salesman is always 
looking for new ideas. These ideas, 
much more than the articles he sells, 
are really his stock in trade. Ideas that 
take him out of the class of being an 
order-taker and into the general realm 
we call “systems sales engineer.” The 
average systems salesman today is an 
educated man. He knows procedures, 
forms, systems survey work and analy- 
sis. He is trained by his company to 
some degree and he is experience-wise, 
too. He sees all sorts of systems, good 
and bad, in all sorts of organizations. 

Many times he will pick up a good 
systems idea and send it to his home 
office where it may alter product design 
for the better. Or, the customer may 
call the systems company to make a 
complete survey of a particular admin- 
istrative problem and to suggest a new 
system to solve their problems. So, in 
the systems sales field, we have a con- 
stant barrage of systems ideas. It 
amounts to a gigantic brain-storming 
session that is going on across the 
nation and around the globe. 

This bombardment of ideas is a battle 
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from Salesmen 


that everybody wins. As ideas are 
passed from user, to salesman, to user; 
and from user, to salesman, to home 
office research staff, to salesman, to 
user—techniques are usually improved 
and more highly developed. The final 
result is better systems ideas, made pos- 
sible through improved products, ma- 
chines and supplies throughout indus- 
try, business and government. 

Why is the systems salesman eager 
to help you? He wants to help if he 
can help you improve a system in effi- 
ciency, economy or control, so you are 
likely to buy his product or service, and 
thus you and the systems salesman 
profit. 

Profit motive? Yes. Let’s quickly 
concede that the objective of the sys- 
tems company and its salesmen is to 
sell whatever they have to sell. This 
is natural and irrefutable. Occasionally 
an overzealous salesman sells a product 
to solve a problem when he should have 
recommended another product in his 
line, or have readily admitted he had 
nothing to solve the problem. 

The salesman who does this is vul- 
nerable. Sooner or later, another sales- 
man, who has the proper product or 
service you should have used in the 
first place, will come along and knock 
out the ill-considered application. This 
second salesman will do this easily by 
showing the greater advantages of his 
article. 

The wise systems salesman _ recog- 
nizes that he should not try to solve 
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every problem with his own product. 
He has found that, to build a substan- 
tial repeat business (the only profitable 
business), he must exercise reasonable 
candor and honesty on the value of his 
product. There is no other policy upon 
which salesmen lean and be sure of 
earning enduring commissions. 

To get systems information from 
salesmen and be sure you are in the 
middle of this gigantic brain-storming 
barrage of systems ideas, you must 
spend a little time with salesmen. It is 
best if you lay it on the line something 
like this: 

“Bill, I know that you have lots of 
systems ideas that involve your product. 
I want to hear all you have, but a little 
at a time. I am particularly interested 
in getting new ideas. If you can present 
me one new idea in a few minutes, I'll 
try to listen to you every time you call.” 

Force the salesman to condense his 
ideas. 


Ask him to bring in samples, 
photographs or brochures so that you 


are completely informed. Make it a 
policy to give a man who is capable of 
bringing you a new idea at least five 
minutes, no matter how busy you are. 
Tell him, “Ill give you five minutes and 





that is all.” Such a policy has paid off 
again and again. 

Be careful that you do not dry up 
your source of ideas by short-sighted 
policies of your own. If a salesman 
brings you a good systems idea which 
involves the use of a product he sells, 
be sure he gets the order. Give him the 
order even if it costs you a little more. 
The value of a good idea is such that 
any small additional amount in the 
price of the product can be a very good 
investment. 


Play Fair With Salesmen 


If, on the other hand, you buy only 
from a “price-book” salesman or from 
an order-taker. then you should not use 
the creative salesman’s ideas. The latter 
cannot afford to continue giving you 
ideas and not receive an order in return. 
He is not on salary; he works on a com- 
mission. His ideas, even more than his 
products, are his stock in trade. The 
article that he sells you is merely a tool 
for applying the idea that he gives you. 
He will gladly give you these ideas in 
return for whatever orders you decide 
to place to execute the idea. 

Here is an analogy on this situation. 
A good systems product, wrapped in a 
good systems idea and presented by a 
creative salesman, can be compared to 
a beautiful home designed by an archi- 
tect. Compare this house with the 
square box designed by a wood-butcher. 
You may have the same amount of 
floorspace, the same amount of lumber, 
the same paint, the same concrete and 
the same millwork, but what a difference 
is made by the 10% extra you pay for 
brains. 


10 


Sometimes you may not want to use 
the idea that the salesman offers. You 
may not place any order at all. In this 
case, most creative salesmen understand 
and will continue to bring new ideas to 
you. 


Don’t ‘Steal’ an Idea 


Sometimes people are very short- 
sighted. We know of one case where a 
creative salesman worked an entire 
weekend to draft forms and write up 
systems specifications. After his pre- 
sentation to the customer, the latter 
stalled him and finally gave the order, 
on a price basis, to another firm whose 
low-caliber salesman had never come 
up with an idea. How do you think the 
creative man felt? This is a legal, but 
a highly unethical, sharp practice. It 
will result in fast drying up your source 
of systems ideas. 


Questions to Ask 


Encourage salesmen to bring you 
good systems ideas. Get them to think 
of your systems problems. Find out 
how much service they can get from 
their companies. Do they have a library 
of useful systems literature? Do they 
have the services of a capable systems 
consultant who they can call upon to 
help you solve major problems? Do 
they have samples of forms that have 
been used to solve problems similar to 
yours? Do they have case histories tell- 
ing how their equipment is now solving 
a problem similar to yours? These 
sources of good systems information 
from systems companies are largely un- 
tapped. 

Some people wouldn’t attempt to tap 
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the source of systems ideas we are dis- 
cussing here. Perhaps they have had a 
bad experience with a _ high-pressure 
salesman: the fellow who is going to sell 
you, then and there, regardless of your 
needs. 

Lay it on the line to this kind of a 
man. Tell him that if he can’t operate 
on an easy, low-pressure basis, you no 
longer will see him. Don’t just get mad 
at him. Make it clear to him that you 
don’t want high pressure; that you want 
information you can use. 

If he persists in his high-pressure 
attitude, carry out your threat. Refuse 
to see him. This may tend to make a 
better salesman out of him. However, 
expect a little pressure from every 
salesman. He knows everybody needs 
just a little push, at just the right time. 


Sales Talk vs. Facts 

One problem you always have is how 
to separate the sales-talk from the real 
systems facts. You can do this by lean- 
ing on your Own experience and back- 
ground. Get the salesman used to the 
fact that you don’t want a lot of sales 
claims. Pin him down as to who, local- 
ly, is actually using the product he is 
talking about. Get the user’s phone 
number and talk to him. 

Much of what a salesman says, and 
much of what his company’s sales lit- 
erature says, is a result of an inferior- 
ity complex about his product vs. com- 
petitive products. Most of these points 
are minor. You must be able to recog- 
nize whether they are minor, or really 
important. Your skill as an analyst will 
help you pick out that which is sig- 
nificant, and cast in the wastebasket 
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claims merely designed to prove minor 
points of superiority of one product 
over another. 


Systems That Work 

One of the most important facts 
about ideas from systems salesmen is 
that they work. They have worked 
somewhere and generally they have 
worked well. Ideas that work, and 
worked well, are valuable. Many firms 
pay management consultants from 
$5,000 to $20,000 for systems ideas 
and consider the money a good invest- 
ment. Naturally the systems salesman 
cannot do as thorough a job as a pro- 
fessional management consultant. Some 
salesman are every bit as competent, 
but the salesman is paid only a com- 
mission on sales. 

The systems ideas that are a part of 
an expensive consultant’s report may 
not be one bit more valuable than ideas 
you get directly from creative systems 
salesmen. To get the most out of ideas, 
ask yourself: 

1. What were the conditions sur- 
rounding the use of the product, pro- 
cedure or system that the salesman was 
telling me about? 

2. What problems were involved? 

3. How could this systems idea best 
be adapted to solve similar problems in 
my organization? 

Take advantage of one of the greatest 
brain-storming sessions that is 
going on across the country. It repre- 
sents at least two generations of accu- 
mulated systems thinking and develop- 
ment. You may think your problem is 
new and unique, but the chances are it 
was solved month, last year or 
many times in the last 40 or 50 years. 


now 


last 


11 





How to 
Enjoy Your Work 
and Live Longer 


O. A. BATTISTA, Head, Analytical Group, 


Research and Development Division, 
American Viscose Corp., Philadelphia 


O ENJOY WORK you must know 
not only when to start, but when to 
stop. Current statistics prove that the 
time when you are most liable to lose 
your health is: (1) at the peak of your 
career when the future looks brightest; 
(2) when the sweetest rewards have yet 
to be realized on a sustained basis. 
Research data assembled at the Ben- 
Franklin Clinic, Philadelphia, 
confirm that success itself runs neck- 
and-neck with obesity as the leading 
killer of businessmen. A successful man 
usually has to push himself to get there 
and keep pushing to stay there. Obesity 
usually latches onto success and is a 
killer in its own right. The two major 
dangers, about which you must always 
be vigilant, are overwork and over- 


jamin 


weight. 
You are not likely to die from over- 


Condensed from a chapter : 
to Enjoy Work and Get More Fun Out of Life, 
by O. A. Battista, Sc.D. Copyright 1957 by 
Dr. Orlando A. Battista Published at $4.95 by 
Prentice-Hall, Inc., Englewood Cliffs, N. J 
printed by permission. 


in the new book, How 


work alone. Both men and women are 
considerably more apt to die of almost 
any disease if they are even a few 
pounds overweight. “Work and exer- 
cise are important for the maintenance 
of good health,” according to Dr. Paul 
Dudley White, the famous heart spe- 
cialist from Boston, “and whatever 
helps the health helps the heart. Lux- 
uries and soft way of life do much 
more harm than the so-called stress and 
strain of work and exercise. There is 
growing evidence that an overrich diet 
and push-button existence are more and 
more responsible for the serious prob- 
lem of coronary heart disease in our 
young and middle-aged citizens today.” 

The pace that is best for you is an 
individual and personal matter, one that 
you can determine only by an honest 
and fair appraisal of the load at which 
you perform and feel best. If you try 
to hitch your wagon to a star beyond 
your reach, you and your family are 
headed for disaster. Here are the usual 
consequences: 
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modern business needs 


MODERN COMMUNICATIONS! 


the Ericofon is the most 


modern telephone in the world! 


The telephone is a prime business tool. In the new 
Ericofon you have the ultimate in functional design. One- 
piece design, with the dial in the base, ends the straining, 
twisting and stretching to dial—the dial “comes to you” 
now. Light in weight, the Ericofon weighs as little as the 
handset alone on old fashioned phones. The new Ericofon 
saves valuable desk space too—takes as little as one 
quarter the space required for old phones. Decorative, 
available in six colors, the new Ericofon adds a modern 
touch to the modern office. 


The perfect combination for office use today is the new 
Ericofon and North PX, the Private Exchange that will 
materially lower your inter-office communications expense 
while giving you modern efficiency. 

For further information on the new Ericofon and North 
PX equipment, write Dept. O-1, North Electric Co., 
Galion, Ohio. 


INDUSTRIAL DIV N 
NORTH ELECTRIC COMPANY (*\ 

SOUTH MARKET STREET © GALION, OHIO ad 
For More Information Circle No. 199 
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1. Continuous dissatisfaction with 


yourself. 

2. Less enjoyment from your work. 

3. All types of neurotic symptoms, 
from acute anxiety to stomach ulcers. 

4. Complete mental breakdown. 

5. Suicide. 

No two people possess the same 
work-capacity. To enjoy work, you 
must learn the best pace at which your 
body will operate. Many people are 
naturally more energetic than others. 
They can work longer and with greater 
intensity than you can. 

Your capacities for work are greater 
than you realize. Most persons never 
realize the full depths of their spiritual 
and physical strength until adversity 
suddenly overtakes them. Similarly, you 
can probably do much more work on a 
steady basis than you think you are 


The “Exec” 
strong ... 
dignified 


silent... 


The “Office Manager" 
big and roomy 


capable of. If you are setting your pace 
by what you’ve done in the past, then 
you already have passed your peak. 


. You may never know your best capabil- 


ities. It is the man who keeps setting 
his output ever higher, who edges up 
and tests his body’s reaction under 
progressively heavier workloads, who 
ends up in the most productive—and 
usually most satisfying — position and 
income bracket. 

I know two men who hold equivalent 
positions in terms of title and salary, 
and yet their work capacities are at two 
extremes. 

Mr. A. is a dynamic, hard driving 
man. His step is fast, and his manner- 
isms direct. He gives you the impres- 
sion from first contact that he means 
business, that he has plenty of up-and- 
go. 


The “Mail Room” 
Special” 
bigger and roomier 





(=* The "'Stenog” 
igs chic, light weight 
g 


43 in her favorite color, too 
Si 

‘ 

F A PRODUCT OF 
es” 


NATIONAL VULCANIZED FIBRE CO. 


There's a Vul-Cot answer for all of them! 


National Vulcanized Fibre is the versatile light weight 

plastic material that makes Vul-Cot Wastebaskets strong, smooth 
and durable... 
Vul-Cots offer a wide variety of distinctive styles and colors. 
Vul-Cots give real wastebasket value. This is the wastebasket 
line you will be proud to use. 

Sold at stationery stores everywhere. 

For catalog price data sheet write to Dept. LL. 


so durable they're guaranteed for five years. 


/ VUL-COP. wasteeasxets 


WILMINGTON 99, DEL. 


For More Information Circle No. 308 
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“But that was before the Company 
put DMs (desk model postage meters) 


in all its branch offices!” 

The DM is little, low-cost, efficient; 
gives the smallest branch office all the 
advantages of metered mail enjoyed by 
“home” offices. Prints postage for any 

_kind of mail (on gummed tape for parcel 
post). Has a moistener for sealing the 
envelopes. Never runs out of needed 
denominations. Protects postage from 
loss, damage, misuse. Records postage 
used and on hand on visible registers 
—and provides real postage control 
company-wide. Saves time and postage. 

The DM does away with adhesive 
stamps, lick-and-stick mailing, and the 


= PITNEY-BOWES 


Postage Meter 


Offices in 105 cities 
in U.S. and Canada 


stamp box! Makes mailing fast and easy 
for the girl who may have many duties 
in a small office. And the metered mail 
from your branch offices, like that of 
your home office, can often make earlier 
trains and planes—because it needs less 
postoffice handling. It even prints your 
company ad alongside the meter stamp, 
if you like. 

There’s a meter model, electric or 
hand, forevery office, large or small. Ask 
the nearest Pitney-Bowes office to show 
you the DM. Or write for free booklet. 


FREE: Handy desk or wall chart of Postal Rates, 
with parcel post map and zone finder 


PitNeY-Bowes, INC. 
3449 Pacific St., Stamford, Conn. 
Send free DM booklet, Postal Rate Chart to: 


Name 


Address 
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Mr. Purdy discovered | 


a Gold Mine 
...1n his floors 


Mr. B., on the other hand, is a slow- 
speaking individual. He doesn’t have 


| anywhere near the same capacity for 


turning out work as Mr. A. But what 
he lacks in quantity, he has a reputa- 


| tion of compensating for with quality. 


Mr. B. is not striving for much more 


| than he already has. He seems fully 


- | content. He knows he could not easily 
- | adjust his temperament and his energy 
| to compete with Mr. A..I1f Mr. B. did 
| not accept the limitations of his work 


capacity and tried to run in direct 
competition with Mr. A, he would lose 


| most of the enjoyment he now is getting 
| out of his work. 


Mr. A. will never be content with his 


present workload. He knows he can 
| handle a heavier load, greater respon- 


rospecting for a 

way to cut overhead, Mr. Purdy 
looked underfoot. He found his Floor 
Maintenance was costing him a fortune. 


As so many executives have done, he 
dumped the problem in the lap of a LEGGE 
Safety Floor Specialist. The LEGGE Man 
instituted a program of daily housekeeping 
that eliminated expensive waste motion. 
And, since LEGGE Polishes rarely need to 
be taken up, he virtually ended the costly 
cycle of stripping and re-polishing. 

“Its a Bonanza!” clucked Mr. Purdy. 
“I’ve cut maintenance costs by one third. 
And Lecce Safety Polishes have reduced 
slip-accidents, so I’m paying a lower rate 
on my liability insurance. I’ve struck it 
rich!” 


Send for our Free Floor Care Booklet 
today. You'll find there’s Gold in them 
thar floors. 


WALTER G. LEGGE COMPANY, INC. 


Dept. W-9 ee 
101 Park Ave., , 
New York 17, N. Y. 
Branch offices 
in principal cities. 
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sibilities. He will get them because men 
with his love for more work are not too 
common today, even though they are 
needed desperately. 

The happy thing about Mr. A. and 
Mr. B. is that each has measured off 
what he knows he is capable of doing, 
and each loves his work all the more 
for living within his respective optimum 
workload. 

Some men have an unusual ability to 
make everything they do look easy; 
others give the impression that they 
aren’t sure of themselves, that they are 
literally trying to take off in several di- 
rections at once. The person who can 
keep things running along smoothly and 


| steadily gets immeasurably more ac- 
| complished in the end than the person 


who tries too hard, who tries to force 
things to come out right. 
Take the vice president of a promi- 


_ nent manufacturing firm, for example. 
| Here are his outstanding characteristics: 
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J.T. Carson 
‘and Company 











Instruction Sheet ° 


cemrai TO INSTALL 


AG-1 CIRCUIT 


For eye-appealing mimeographed messages 
use brighter Hammermill Mimeo-Bond 


You can make your sales letters, news 
releases, whatever you mimeograph more 
inviting to read — with improved 
Hammermill Mimeo-Bond. It’s made 
especially for stencil duplicating work 

to give your messages more contrast, 
more eye appeal. You get up to 2000 
readable copies from a single stencil. 
And the improved Hammermill Mimeo- 
Bond still has its unique “‘air-cushion” 


surface to minimize set-off—that messy, 
distracting transfer of ink from one 
sheet to the back of the next. 

FOR SHORTER RUNS, use improved 
Hammermill Duplicator. Provides out- 
standingly brilliant short run copies 
gives up to 200 readable copies from a 
single master. Made especially for spirit 
or Azograph equipment. Hammermill 
Paper ( Ox. Erte, Pa. 


HAMMERAILL FOR BETTER COPIES FROM 


DUPLICATING PAPERS 


OFFICE DUPLICATORS 


For More Information Circle No. 328 
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1. He is never in a hurry, but he is 
deliberately punctual. 

2. His desk never has more than one 
or two letters on it—it is usually clear 
of everything but a miniature of his 
wife and family. 

3. He can make decisions—important 
and sometimes very expensive decisions 

as easily as he can say, “Let’s go for 
a bit of lunch.” 

4. He can sit attentively in a confer- 
ence for one hour and speak two or 
three sentences to tie it up in a neat 
package. He can break up any confer- 
ence that drags on. 

5. He always answers his own tele- 
phone! 

6. He has a very large wastebasket, 
and it is emptied twice a day! 

Compare the poise and polish of this 
remarkable business leader with an as- 





FOR ALL NOISY 
OFFICE MACHINES 


sistant department head: 

1. His deck is cluttered with papers 
that he has reshuffled a dozen times be- 
cause he couldn’t make up his mind as 
to the best way to dispose of them. 

2. You can’t get to see him without 
an appointment. 

3. When you're talking with him on 
the phone or in his office, you feel that 
there are ten more important people 
who want to see him, or a dozen more 
pressing matters awaiting his attention. 

4. Instead of sitting back in his chair 
relaxed while he listens to you, he sits 
on the edge of his chair, doodles, or 
twirls a pencil. 

5. He talks too much. 

6. He’s always late for scheduled 
conferences or meetings. 

7. He drives his car pool to distrac- 
tion; he must always work five minutes 


KILL NOISE ‘at its source'—before it injures anyone 


NOISE can seriously injure the operator's nervous system — resulting in headaches, ulcers, 
heart murmurs, and nervous TENSION disorders. 


You can easily correct this condition. Buy Acoustinets which absorb the harmful metallic 
vibrations of NOISE — and assure healthful working conditions. 


_— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and mecsurements. 
| j co 
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409 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 
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MEW ALUMIXNGM FOIL PACKAGE 


now protects 1296-inch rolls of 


SCOTCH Cellophane Tape 


It’s moistureproof, airtight, easier to stack and open! This bright 

new foil package seals 1296-inch rolls of ““ScorcH’’ Cellophane Tape in 

’ a tight protective wrap. Your tape is double-sealed 
get it, fresher when you use it! 


.. fresher when you 


Look for this new aluminum foil package... one more 


reason why “Scotch” Brand is America's best-known, best-selling tape 


The term “SCOTCH” is o registered trodemark of Minnesota Mining and Manufacturing Company, St P 


au! 6, Minn Export Soles Office 99 Pork Ave ew Yor 
in Conada: P O. Box 757, London, Ontori ° 
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LIGHTS ON! 


THE COPEASE CAMEO 
IS HERE! 




















LOW COST 
LIGHT PROOF 
COPEASE CAMEO PHOTOCOPIER 





% bs ‘ 
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The new desktop Copease! 








First photocopier designed to take both slow and fast paper! 
Copies directly under brightest fluorescent light! 


The compact Cameo takes up less space—costs you less. Just 
made for individualized, small office and departmental copying. 
New smaller size! New two-speed paper adjustment with a 
flick-of-the-switch! New slide-out developer tray! 

Plus all the famous Copease features: Perfect, clean, jet- 
black copies in seconds. Single setting for 95% of office work. 
Consistent quality from one job to the next. Easy to operate. 
Copy anything in seconds—any ink, crayon or pencil, on any 
kind of paper, colored and opaque. 


Copease . . . for better copies . . . faster .. . with less waste 
... at lower cost! Cameo. . . for finest workmanship. . . 
quality copies . . . perfection in results. 


TRY IT TODAY AT YOUR OWN DESK! SEND NOW FOR FREE 3-DAY TRIAL OF THE LIGHT- 
PROOF PHOTOCOPIER IN DESKTOP DIMENSIONS—THE COMPLETELY NEW COPEASE CAMEO! 


: 
: 





Circle 
No. 436 


i — er a 
I COPEASE CORPORATION i 
| Distributors in Principal | 425 Park Avenue, New York 22, N. Y r 
I Cities. Regional Offices Box 0-9 ] 
New York, 425 Park Ave- | Gentlemen: I'd like to havea free 3-day trial of Copease § 
g Tue, Plaza 3-6692 » Chi- |" my Office........... ! 
4 cago, 226 N. LaSalle St., Please send free literature 
| STate 1-1383+Los Ange- | Name..............+., : \ 
I les, 3563 Wilshire Boule. | Firm Name.............. Tel | 
E vard, DUnkirk 5-2881 Address. .. | i 
! > State. . I 
EE ne ea RN SO or OI NE 





ADDING A FEW THAT MATCH, 
OR BUYING ALL NEW CHAIRS, 


| 
ii} 
| 


“MODEL A -22-DO with “ORTHO-TILT” 


will pay big dividends! 


YY, 2 


Anyone who sits all day just 
naturally keeps in better 
humor and gets more done 
when comfortably seated on 
a pressure-free Cramer sec- 
retarial chair . . . available 
in many styles and colorings 
to suit your decorating 
scheme. Only Cramer chairs 
give you ALL of these five 
important features: 


CO0., 


L 
3 
° 
0 
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= 
© 
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7) 
0 
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o 
c 
a 
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DEEP, GENUINE MOLDED FOAM LATEX 
SEAT CUSHIONS and shaped molded 
foam latex backrest cushions... 


NO-SWAY NON-REVOLVING SPINDLE, 
with permanent self-sealed bearings, 
supports swivel seat... 


DESK-GUARD BUMPERS ALL AROUND... 


THREE FINGER-TIP ADJUSTMENTS to 
conform to any individual build... 


REMOVABLE UPHOLSTERY COVERS, 
easy to remove, re-order and re- 
place. 


CHAIR 
MODEL A-22 -0 


POSTURE 
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ASK YOUR 


Dept. 0-97,1205 Charlotte, 


eX 2S DEALER! 


t 
7 


CRAMER 


Model A-44 Model A-44-1153Bk 
























after official quitting time—‘important 
last-minute details,” you know. 
Here is an “ambition check-list to 





help you determine if you are hitching 
your ambitions to stars beyond your 
safe, practical limit: 








1. Do you get upset when somebody 
you know gets a big promotion, goes 
for a cruise to Honolulu, inherits a pile 
of money, or buys a car two notches up 
from your price range? 

YES [] NOT] 


2. Do you never miss an opportun- 
ity to attend social affairs (that you 
can’t honestly afford), just so you might 
have a chance to meet the “right” 
people? 

YES [] NOT] 


3. Do you get terribly upset if your 
children are lagging behind the children 
of certain associates or neighbors in 
school? 


YES [] NO] 





4. Do you feel unhappy because 
you’re not getting ahead in your job as 
fast as you think you should, compar- 
ing your salary and position with others 
who have been with the company a 
shorter time? 

YES [] NOT] 

5. Do you toy with the idea of going 
into business yourself on a big scale, at 


Ambition Check List for Businessmen 


You Cannot Do More Than Your Body Can Take! 


the risk of being burdened with a heavy 
debt? 


YES [] NO[] 


6. Does your wife nag you because 
you can’t afford to provide her with the 
luxuries that her bridge club friends 
hoast about? 


YES [] NO [] 


7. Are you under constant mental 
pressure to enroll your children in an 
expensive private school? 

YES [] NOT] 

8. When your daughter or son starts 
to go out on dates, does a family crisis 
arise if they date a fine young man (or 
woman) from “the wrong side of the 
tracks”? 

YES [] NO[) 


9. If your son or daughter took a 
factory job for the summer, would you 
feel embarrassed to tell your associates 
about it? 

YES [] NOT] 


10. Do you attend the theatre and the 
symphony at greater expense than you 
can honestly afford, and bore your 
friends by telling them about it? 

YES [] NOT] 








If your honest answer to all or most 
of these questions is “Yes,” take warn- 
ing! Lower your social sights a_ bit, 
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shoot for a target that is easier for you 
to hit, and moderate your dreams so 
that you'll live more realistically, or 
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... rub out mistakes easily... 


use Enanalle Gond by neenah 


You can rub out mistakes easily on Erasable bond. It has a special 
hard top-sizing that keeps typewriting on the surface where it is 
easy to remove. There’s never a telltale sign to mar the perfect surface. 


Erasable bond has the bright, white appearance of a regular bond. 
Erasable bond keeps its good looks. Even after repeated erasings the 
surface is not damaged. (The fibers are exceptionally well beaten 
to prevent internal shear. This is a manufacturing term.) 


Please send me free samples 
of Erasable Bond developed 
by the Neenah Paper Company 


02 


Signature 


Attach to your business letterhead and mai! to: 


neenah paper company, neenah, wis. 


neenah 
paper 
company 
neenah, 


wisconsin 
A Division of Kimberly-C 


eo ie ZILL Li 


~~ FAL BUSIRESS PAPERS 
SYACE \873 
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you will steer yourself and your family set the sights high. Just as a weight 
into serious trouble. scale can be used to establish your 
You are the only person who can capacity for food, so also physical 
gauge or establish your own work fatigue can serve as a yardstick for you 
capacity. To do so, you must know’ in gauging your capacity for work. 
yourself inside and out, your weak One of the enigmas of our age is that 
points and strong points, and your our general restlessness and nervous 
body’s optimum operating “horse- tension have increased in direct propor- 
power.” tion to the increase of our leisure time. 
Don’t permit others to set your pace. Millions of persons are bored because 
Get outside, competent advice when they don’t have to do physical work! It 
you need it, but keep your foot on your is as timely as ever to heed the advice 
own “accelerator.” Be honest with your- of Henry Ford I: “Chop your own 
self when you begin to feel that the load wood—it warms you twice!” Too many 
is wearing you down; be equally firm persons today are too lazy to “burn the 
when you know you can do more! wood” because it is cut and stacked 
Let faith in yourself be the valve that neatly beside the fireplace by some- 
controls and guides you. If your health body else. 
is average or better, if you like to work Care for your body as you would a 
because you can’t think of anything else priceless machine. What you can do 
you would rather be doing, then dare to depends ultimately on the best level of 








The ROL-RACK 


with FIVE FEET of Shelf Space! 
A few of the thousands of users of the 
ROL-RACK 
Abbott Laboratories 
Bethlehem Steel Co. Champion Spark Plug Co. 
States of Alabama, Delaware, Kentucky, 
Ohio, Oregon 
Conn. Mutual Life Esso Standard Oil 
Fairchild General Motors 
Continental Assurance Company 
American Law Book Co. N.Y. City Bar Asso. 
Telephone C s Tr rica Corp. 
United Aircraft U. S. Govt. 
Universities of Arkansas, California, Tulane, 
Rutgers, Tennessee 


Sturdy and Durable 


Made of choice selected 1!” hardwood. Slop- 
ing shelves angled for title reading, doweled 
and bolted to insure durability. Side-riveted 
swivel casters by Bassick with resilient rub- 
ber tires which roll smoothly with a full load. 


Dimensions: 32" long, 13" deep, 31" high 


14" between shelves 


Satin Walnut Finish or Natural wood Finish. 

Manufactured to sell for $69.50, mass produc- ont B. Factory 
tion makes possible this LOW, LOW price of Weight 49 Lbs. 4 
CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 


Publishers of The Book of Knowledge 
2 West 45th St., New York 36, N. Y. Attractive Dealer Franchises Available 
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See how girl uses time 
saving pull-out door as work shelf. She sees thousands 
of side tabs instantly—clearly visible, readily access 
ble (highest shelf is only 56”). Note handsome mod 

n, neat appearance when doors are closed 

















pay for themselves once a year — 


by saving you TIME, SPACE and MONEY 


every day! 











HOW SPACEFINDERS SAVE TIME 


Clerks save the price of each Spacefinder once a year in time gained by faster filing and 
finding. This has been proven again and again in actual operation, and is the result of 
unparalleled visibility and accessibility achieved by modern Spacefinder design. 


SAVE SPACE 


Spacefinder gives you 204 

visible, accessible filing 

inches — enough to hold ] 

a stack of correspondence ~* 

17 feet high! Compare this to the available 
20 to 24 inches per drawer of typical drawer 
files. With Spacefinders you can file up to 
50% more in the same space. 


SAVE MONEY 
SPACEFINDERS COST LESS TO BEGIN WITH 
because you need fewer units to do the job. 


YOU SAVE INITIAL COST EACH YEAR in cler- 
ical time saved. 


YOU SAVE ON RENT because Spacefinders 
file more papers in less space than drawer 
files. 


PARTITION YOUR OFFICE — At one low 
cost, you combine Spacefinder filing ca- 
pacity, adjacent to work areas, with ex- 


COUNTER-HEIGHT SPACEFINDERS — with 
three compartments each, provide ample 
filing facility on each side. 

y; 4 


SIXTEEN MODELS — Choose units best 
suited to your requirements from 14 let- 
ter and legal sizes (2 to 8 compartments) 
» plus X-ray film file and 

large document cabinet. 


~ 


RRM AIAY 


TAB PRODUCTS CO. 
995 Market St., San Francisco 3 
At no obligation, please send Spacefinder brochure. 
NAME 
TITLE 
COMPANY y 
ADDRESS ; 
CITY ZONE _ STATE 
VLIMLMALAAMMAMMMMM EMMA 
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Cluttered top is fault of desk — not the person 


Are men really neater than women? 


COOP OSCR Oe OEE OSES EEE OSES EOE EE EOOOEEEEEERED EEE EESEHEESS Cee eeeeeeeereeeeeeeeeeseeeeees seeeeeeees 


Time-wasting “desk top clutter" can now be 
eliminated for both men and women 


sheers SOPRA ERO EEE EEE EO EES EEE E ESOS EEE ESE SESE EE EEEEE EES EEEEEEEEEESESEESEEESE SEES OEEEEOHEEEEEES 


We don’t want to get into any argument about the 
neatness of men versus women. But Shaw-Walker 
does know that desk neatness and work efficiency 
have a definite relationship. When new Shaw- 
Walker ‘“‘Clutter-Proof” Desks go into an office, 
work efficiency and work output go up. Here’s why. 

Fully 75% of the things that drift around on top 
of other desks have a specific place inside this desk. 


Built Like « 
Shyscraper™ 


There are off-the-desk trays for 
incoming, outgoing and pending 
letters, off-the-desk space for 
work organizers, work separators, 
deferred projects, tickler, binders, 
books, pads, forms, card lists. 
Most ingenious of all is an in-drawer wastebasket 
and provision for in-drawer phone! 

With a Shaw-Walker ‘‘Clutter-Proof’’ Desk, 
usable working space on the desk is actually doubled. 

See these new color-styled ‘‘Clutter-Proof’’ 
Desks at our local branch store or dealer or write 
Shaw-Walker, Muskegon 14, Michigan, for booklet 
“This desk is time-engineered to help you.” 


al Largest Exclusive Makers of Office Equipment 
Muskegonil4, Mich. Representatives Everywhere 
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health you can maintain over a long 
period of your life. As far as the ac- 
complishment and the enjoyment of 
work are concerned, no other single set- 
back can fell you in your tracks faster 
and more decisively than the physical 
breakdown of your body. You cannot 
do more than your body can take! 

Your body is a wonderful machine. 
Yet the chances are that you are driv- 
ing it more ruthlessly than your car. 
Caught up in this rat race of modern 
business and industry, it is so easy for 
you to forget that the service station 
around the corner does not carry spare 
parts for your body, as it does for your 
car. 

The numerous parts in your body 
were meant to last you a lifetime. But 
they were not handed to you with a 
money-back guarantee, a service con- 
tract, or exchange privileges. The mir- 
acle of it all is that these parts can last 
you a full lifetime—if you will only 
understand the job they have to do and 
give them the reasonable attention they 
not only deserve, but demand! 


® fi 


“Please, Miss Blank, just one more 
short errand.” 


Sal 
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Sheav-Acttow 


CORNER ROUNDERS 


MODEL 20 


Prices include 


one plug-in 
cutting unit. 











Write us for details. 


* ADVANTAGES: 


1. Clean-cut 
shearing—no 
chopping. 


2. Self-honing 
knives stay 
sharp longer. 


3. Automatic 
chip disposal. 


4. No bolting 
of knives to 
head. 


5. Change cut- 
ting unit in 3 
seconds. 


6. No replace- 
ment of cutting 
blocks, 


LASSCO PRODUCTS, INC. 


485 Hague.St. * Rochester 6, N. Y. 
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A MANAGEMENT GUIDE TO ELEC- 
TRONIC COMPUTERS by William D. 
Bell. McGraw-Hill, 330 West 42nd St., 
New York 36, 408 pp., $6.50. 

A book on the business applications of 
electronic computers. It explains in non- 
technical language what computers are 
for; what the equipment is and how it 
works; how to find out if such a system is 
needed, and how to justify it; how to 
choose and install a system; and the actual 
experiences of companies with electronic 
data processing. 


COST ACCOUNTING AND CONTROL by 
Cecil Gillespie. Prentice-Hall, Englewood 
Cliffs, N.J., 839 pp., $10.60. 

The first half of this book treats uses 
and classifications of cost: job order cost- 
ing, process costing, joint-product and by- 
product costing. The second half covers 
cost control, including standard costs for 
use in management planning. There is a 
chapter on cost planning (cost system de- 
sign) and costs for government contracts. 


WRITING WHAT COMES NATURALLY. 
Connecticut Mutual Life Insurance Co., 
Hartford, Conn., 18pp., Free. i 
Connecticut Mutual’s formula for writ- 

ing natural, sincere and friendly letters 

which, they say, pay them big dividends. 


DIGITAL COMPUTER PROGRAMMING 
by D. D. McCracken. John Wiley & Sons, 
440 Fourth Ave., New York 16, 253 pp., 
$7.75. 

A general introduction to the subject 
with emphasis on basic principles. Written 
for those who have no previous knowledge 
of electronic computing as well as for 








THE 


“"“KOH-I-BALL" 


. . . the New Double-Ended 
Ball-Point Pencil 
e writes RED e writes BLUE 











another Koh-l-Noor exclusive . . . the | 
only two-in-one bal! point pencil of its 
kind on the market. 


polished brass nose-pieces 
light wooden barrel 


full-length red & blue 
ball-point inserts {easily 
replaced with available 
refills) 


Packed either 12 Koh-I-Balls on a display 
card or in a dozen box, 
Retail price 49c 
trade and quantity discounts available. 


Koh-I-Noor Pencil Co. 
Bloomsbury, New Jersey 
For More Information Circle No. 326 


early in October 1957. . . 
Michael A. C. Hume 


will present again 
the Four-Session Seminar on 


ESSENTIALS of 
PUNCHED CARD 
ACCOUNTING 


in New York City 


The printed announcement giving full de- 
tails will be mailed upon request. 


Department O 
Institute for Management 


Progress, Inc. 
475 Fifth Ave., New York 17, N. Y. 
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Thousands of printers 

and letter shops can 

supply Nekoosa Papers... 
more than 137 Nekoosa Paper 


Merchants distribute them. 


and from coast to coast... 


BUSINESS ON OAG. 


PAPERS 


it pays to 
Nekoosa Bond @ Nekoosa Ledger @ Nekoosa Duplicator @ Nekoosa Mimeo @ Nekoosa Manifold plan with 
Nekoosa Offset @ Nekoosa Master-Lucent @ Nekoosa Opaque @ and companion ARDOR Papers ' 
NEKOOSA-EDWARDS PAPER COMPANY e PORT EDWARDS, WISCONSIN BH. . J 
For More Information Circle No. 231 
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How To Get Things Done 
Better and Faster 


BOARDMASTER VISUAL CONTROL 


vy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

‘< Simple to operate — Type or Write on 
Cards, Snap in Grooves 

‘e Ideal for Production, 
Scheduling, Sales, Etc. 

'y Made of Metal, Compact and Attractive 
Over 150,000 in Use 


Full price $4950 with cards 


FREY 24-PAGE BOOKLET NO. F-300 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N.Y. 
For More Information Circle No. 323 


cet “She 
Executive 


Checkwriter in 
personal check 
size wallet. 


Traffic, 


Inventory, 





Cuts ‘mauet & 2 indelible Colors for 
FULL PROTECTION. 


OFFICE TRAVEL 


$9.95 


HOME 


LANSDALE 
-7-16) 9) 0,on BW el0)-1-10)-7-BEle)) | 
BOX 568 LANSDALE. PA 
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those desiring to know more about pro- 
gramming. The author is manager of 
training in -General Electric’s Computer 
Dept. at Phoenix, Ariz. 


HUMAN RELATIONS IN BUSINESS by 
Keith Davis. McGraw-Hill, 330 West 42nd 
St., New York 36, 571 pp., $6.50. 

A textbook on people who work to- 
gether — supervisor and employee — and 
how they may be motivated to greater 
teamwork. Much of the material has been 
tested in human relations courses at Indi- 
ana University and in executive develop- 
ment programs. 


COST ACCOUNTING by Charles F. & Wil- 
liam J. Schlatter. John Wiley & Sons, 440 
Fourth Ave., New York 16, 734 pp., $7.25. 
A textbook which stresses the control 

of costs as the chief purpose of cost ac- 

counting. With this in mind, the authors 
emphasize principles more than proced- 
ures. They state that a system which de- 
termines only a product’s complete cost, 
so that a selling price may be set, is not 

a cost accounting system. For successful 

conduct of business, management needs a 

true cost system. 


ENCYCLOPEDIA OF AMERICAN ASSO- 
CIATIONS. Gale Research Co., 1116 Book 
Tower, Detroit 26, $15 with supplements. 
Some 900 additional associations are 

listed in the latest supplement to this direc- 

tory, bringing the total listings to almost 

6,000. Includes association’s name, head- 

quarters address, executive secretary, num- 

ber of members, founding date and activi- 
ties or purpose. 


THE SECRETARY’S SPELLER by Mary 
Elizabeth Chute. Rinehart & Co., 232 
Madison Ave., New York 16, 206 pp., $3. 
This revised edition contains accepted 

changes in the spelling of some words and 

newer technical words used in several in- 
dustries. The words are grouped into 
lessons and also indexed. 


FREE LITERATURE FOR IMPROVING 
YOUR OFFICE PRACTICES. John F. 
Pierce, Box 21, Boston 90, 16 pp., 50 cents. 
Over 150 items, indexed as to subject 

matter, which the office executive can ob- 

tain by simply writing a letter. 
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NEXT...CARBON PAPER RIBBON 


NOW...COLUMBIA’S EXECU-TAPE 


So clean you can 
see through it! 


a” 
er ene aM ae The cleanliness of 
rr - ho, Execu-Tape is 
% O demonstrated by 
4, : this photograp! 
ihe transnarency 
of the roll shows 
that the edges are 
free from the 
slightest trace 

of carbor 


No 
~ Ze 
“0, 


EXECU-TAPE 
BLACK 


Execu-Tape, Columbia's new 

ribbon for all carbon ribbon using 
typewriters, has created a new 

standard of excellence for 

executive correspondence 

Typing by Execu-Tape is the 

closest approach to real printing 

yet achieved! Amazingly uniforn 
distinguished, sparkling—impressions 
by Execu-Tape are in a class by 
themselves. And not only does Execu 
[Tape produce the ultimate in 
executive correspondence, but it provides 
the perfect original for all copyin 
processes. Five true-hue colors: Black 
Green, Blue, Red and Brown 


EXECU-TAPE 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N. Y. 
For More Information Circle No. 428 


THe Orrice—September, 1957 





OFFICE EFFICIENCY INCREASES” 


“with each use of 


HURON COPYSETTE 


Modern office procedures have shifted to a new 
all-time high. HURON COPYSETTE provides the 
lubricant needed in gearing outdated typing 
operations into smooth, efficient and effective 
up-to-date methods. 


Office morale has automatically increased with the em- 

ployment of HURON COPYSETTE . . . its cleanliness and 

convenience has placed HURON COPYSETTE out in front in 

the popularity race . . . stenographers no longer have the fuss 

and muss of carbon smudges. Separate carbon and second sheet 
counting and their alignment have been eliminated and the time-sav- 

ing factor increased with HURON COPYSETTE’S principle of pre-aligning 
the carbon and second sheet into one easy-to-use functional unit. 

Time consuming carbon handling has been eliminated by HURON COPY- 
SETTE'S one-time carbon method. This one-time carbon method provides a 
fresh carbon sheet for each copy, insuring a constant uniform legibility in all copies. 


PORT HURON SULPHITE & PAPER CO. gL 1u¥0 17r’O 7 2 
pes Sl @ eprys Jel, le 


Please send to me without obligation free 
samples of HURON COPYSETTE. 
a 
Company 
en — — 


ee ee pis. AIO eensoncame 


PORT HURON SULPHITE & PAPER CO port nuron, mich. 


For More Information Circle No. 425 
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@ 50% space saving in your records office 


@ Up to 90% saving in letter files 
@ Radically simplified office work 


PLANAX-Filing means perfect binding of all 
your documents and correspondence on the 
PLANAX Binder into handy flat opening books, 
every page readable right up to the margin. 
PLANAX-Filing turns your filing department 
into a records reference library! 


Huge sales volume in Europe! 


AGENTS FOR THE UNITED STATES WANTED 


Write for details and literature. 


@), PLANATOLWERK W. HESSELMANN 


ROSENHEIM/OBB., Western Germany 











For More Information Circle No. 351 
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JUST LOOK AT THESE FEATURES... 


3 TIMES MORE INK ... WRITES 3 TIMES 
LONGER-—83 times the writing as pens costing five 
times as much. You can never run out of ink 
accidentally with the new Autopoint 3X Visible Ink 
Supply ballpoint pen. And note... 

No bothersome Refills Necessary! 


SPIN-TIP* positive-action, pocket protector. Spin, 
it’s open, Spin, it’s closed. No springs, no 
mechanism to go out of order. Protects point, protects 
clothes. Available in an attractive array of two-tone 
color combinations! 


MAGIC FLOAT*— indicates visible ink supply level 
at all times— insures even flow “‘non-skip’”’ effortless 
writing. Precision Engineered . . . can’t skip, stop, 
scratch, leak, or weep. Writes silky-smooth. 
Quick-dry ink . . . blue-black, red, green inks. Meets 
government and bank specifications. 




















PEN PURCHASES 66% 













Retail 
List Price 


| ee Oe 
Tax 
Incl. 


LSS" 


. 3 times more ink—3 times longer writing 





By actual test, the Autopoint 3X ink capacity 

is three times that of ordinary old-fashioned 

ballpoint pens costing up to 5 times as much. And 
because of this greater capacity, the Autopoint 3X 
guarantees you three times the writing mileage, 
three times the useable life of pens you now use. 

lf, for example you now order 100 ordinary ballpoint 
pens, you'll need only 33 Autopoint 3X pens... 

it’s simple arithmetic to give your company a 66% 
saving with the Autopoint 3X. 


Mr. Sol Shulman, Sales Manager 
Autopoint Company, 3200 West Peterson Avenue, Chicago 45, Illinols 


Dear Sol: 
Please send the exciting new Autopoint 3X ballpoint pen—at your 
expense, to the following executives in my organization. 


NOW...MAIL COUPON TODAY 


Call your favorite 
stationer for more 
details—ORDER 
TODAY! 


(Place additional names on your company letterhead and enclose) 
Our Stationer is: 


Pengineered for years by the’ famous 
Autopoint Company — manufacturers 
of over 250 million famous Autopoint 
pencils. Exclusive licensee under U.S. 
Patent Number 2,249,163. Other Pats. 
Pending. ©Autopoint Co., Div. of 
Cory Corp. 
*Trade Mark 


cerita 
For More Information Circle No. 298 
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"My Office Typist gives me speedy 
type composition right in my own 


office . . 





. with VARI-TYPER” 


**l get better job control and save 
as much as 75% on printing costs 


with VARI-TYPER’”’ 





VARI-TYPER can cut Your 


office printing costs, too! 


See how quickly you'll prepare copy 


Why pay high prices for outside type- 
setting when Vari-Typer can do the 
job right in your own office at a 
fraction of the cost. 


Easily operated by your office typist- 
Vari-Typer with hundreds of instantly 
changeable type faces ... automatic- 
ally evened margins produces 
clean, professional-looking type-com- 
position ready for any printing or 
duplicating method. 


job control, too... 


and get better 
office form, 


whether its a_ bulletin, 
price list, etc. 


Write today for more information — or 
ask your nearby Vari-Typer Man for a 
free demonstration. 


Text by Vari-Typer 
Headlines by Headliner 


Looks like a typewriter... writes like printing. 


VARI-TYPER CORPORATION 


712 Frelinghuysen Avenue, Newark 12, New Jersey 
Subsidiary of Addressograph-Multigraph Corporation 


For More Information Circle No. 264 
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A Modern Electrie Duplicator 


at a Moderate Price!... 


now Heyer offers push-button 
duplicating at little more than the 
price of some hand-operated machines 


Heyer has broken the price barrier with the new 
Mark II Conqueror automatic electric spirit duplica- 
tor. Every office duplicating job—bulletins, form let- 
ters, sales plans, etc.—can be produced much more 
easily on the new Model 76 Mark II Conqueror, at the 
rate of 110 clear, crisp copies per minute in 1 to 5 
colors... ata fraction of acent per copy. Its constant 
speed produces better and more uniform copies; It 
frees the operator so that the copies can be observed; 
and most important. . . there’s no effort on the op- 
erator's part, for this new Conqueror runs without 
watching, and even turns off automatically! You can 
pay much more if you wish, but the Model 76 offers all 
this ... ata price that can't be matched. 


MODEL 70 BHark 
CONQUEROR 
For those who are looking for 
a fine quality duplicator at the 
lowest possible price... the 
hand-operated Model 70 Mark II Conqueror is the 
perfect buy. It has been completely redesigned too, 
and has a new Feed Release Button as well as Paper 
Stackers, previously found only on the Model 76. 
The Model 70 Mar‘: II Conqueror hand-operated du- 
plicator prints up to 110 copies per minute of any- 
thing typed, written or drawn on the 
master ...in1 to 5 colors at once. 


AUTOMATIC: ~Geark 
CONQUEROR 


SPIRIT DUPLICATOR 


$2995°0 


Engineering improvements on the Model 76 Mark II 
Conqueror include a brand-new Feed Drive Mech- 
anism which works only in a forward motion... 
eliminates the lurch found in old-fashioned reciprocal 
drives. It has new High Precision Clutches and Nylon 
Gears that are quiet and reed no lubrication, plus 
an 11” and 14” Cylinder Stop. The completely rede- 
signed Motor Drive gives smoother operation, while 
the conveniently positioned Motor Bar permits effort- 
less fingertip starting. Operating instructions are 
permanently printed on the Model 76, so anyone 
can operate it in a jiffy. Feature for feature . . . this 
Mark II Conqueror is the biggest value in spirit 
duplicators today! 


* The HEYER Corporation ie 
1821 South Kostner Avenue, Chicago 23, Illinois 


O Send additional information about the new 
Mark II Conqueror duplicators. 


O Please arrange a demonstration. 


NAME. POSITION 





COMPANY. 





ADDRESS. 





CITY. 





For More Information Circle No. 296 





0 West turopean 


The touch of genius in design and construction, combined with matchless quality product 
Swedish craftsmanship, provide the world’s smoothest, fastest and 
most dependable adding machine: ‘‘addo-x’’——the only adding machine 
with calculator performance, preferred in 100 countries. 
The nation-wide “‘addo-x”’ dealers are listed in the “Yellow Pages” 
of your telephone directory. Write for free booklet No. 65 to: 
“‘addo-x inc’’——300 Park Avenue, New York 22, New York 


For More Information Circle No. 432 
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The world-famous Adler “Universal” typewriter is a masterpiece of West 
German precision engineering. Its amazing features, custom-built 
quality and beautiful appearance reveal Adler’s absolute superiority 
over any other typewriter. 

Ask your local dealer for a free demonstration in your office or clip 

this advertisement to your letterhead and mail for more information to: 
‘‘addo-x inc’’——300 Park Avenue, New York 22, New York 


For More Information Circle No. 204 
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0 West European 


quality product 





Card tray carriages roll with 
least effort possible. Speed of 
record handling is faster than with 
motor driven units ...and costly 
maintenance and time consuming 
shutdowns (with “buried” unus- 
able records) are eliminated. 


of the trays, ULL records are available! 


(D the ROL-DEX Standard —© 
Modular Unit 
(will house up to 35,000 tab cards) 


This unit forms a complete work station for the seated clerk. It is provided 
with rolling tray carriages and a rolling work shelf. The same unit may 
be furnished to house any of these sizes: 7%" x3%"; 6”x 4"; 5”x3” cards 

. Or any combination of card sizes as long as the overall height does 


-4 not exceed 912” 


— @ the ROL-DEX, Jr. 


(for 2,000 to 12,800 records) 

Only slightly larger than a wheel file, 
yet has the advantages of much faster 
filing; greater capacity; a variety of cord 
sizes in the same unit; availability for 
outside reference. No balancing of cards 
necessary in ROL-DEX, Jr. as trays roll to 
the clerk with no electrical devices. 


ip ng aaa 


a —ROL- DEX DIVISION 
_ WATSON MANUFACTURING CO., INC., Jomestown, NY. 


For pen Information Circle No. 221 








DAY: BRITE 
Sighting Firtured 


"Nation's largest manufacturer 
of commercial and industrio! lighting equipment” 


each year on our investment!” —pay-srite LIGHTING, INC., St. Louis, Mo. 


“Because of our rapid growth as leaders in the fluorescent 
industry, our accounting department must maintain peak 
efficiency. That’s why we are so well pleased with National 
Accounting Machines. 

“Our Nationals save us valuable time in payroll, accounts 
payable, and other accounting work, and also increase oper- 
ator efficiency, enabling them to do more with less effort. 

“National's versatility permits easy shifting from one job 
to another. Also the many automatic features incorporated in 
these machines cut operator training time, as well as oper- 
ating time. 

““Nationals save us their entire Ot Keangdick 
cost every year—a return of 100% —* 
annually on our investment.” President, Day-Brite Lighting, Inc. 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 
989 OFFICES IN 94 COUNTRIES 


For More Information Circle No. 
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In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save—and why your 
operators will be happier. 

He's listed in the phone €72% 
book's yellow pages. Pa 


STRADE MARK REG. US. PAT OFF 





the only 
To) Van o)ale-re 


FULLY 
AUTOMATIC 
ELECTRIC 
STAPLER 

by 

BATES 


And for steady six outstanding features: 
continual operation completely automatic—operates at touch of the 
the big MODEL “C” paper. The hand doesn’t have to touch the machine. 
a standard staples—holds 210 standard staples— 
“Shoots” 5000 does not require expensive special staples. 
Staples electrically stapler easily removable —uses standard Bates “56”. 
Factual il to Stapler not integral part of electric unit, 
0 nets. Single we means continuous, dependable service. 
double stapler heads adjustable depth gauge — staples go where you want. 
No guesswork. 
soft rubber base —prevents slipping, marring desk. 
safety-matic — Current cuts off during loading. 
All moving parts covered. 
Really safe—no chance of finger injury. 


Write for further information to Dept. 9°: 


ice - 7. -- Murliciadla-aeer 


Orange, New Jersey 


New York Office, 30 Vesey Street, New York 7 


For More Information Circle No. 242 
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Prove it to yourself. Write 
with the graciously styled 
Olympia to know what fine 
typing can really mean. 
Judge and test its smooth 
action and quiet operation. 
Check its sturdy, rugged con- 
struction and compare its 
smart design. Every worth- 
while aid to easier typing is 
standard equipment on Olym- 
pia typewriters. 


Nation wide sales and service 
by authorized Olympia 
dealers 


Ask your Olympia dealer for 
a demonstration today 


OLYMPIA DIVISION 


Automatic paper injector for quick and accu- 
rate letter and envelope insertion. 


Convenient half-spacing, ideal for index cards, 
ruled paper and letter writing. 


Inter-changeable carriages save money and 
time. Carriages of any size inter-changed in 
seconds. 


Accurate and easy to set margin stops and 
automatic tabulator clearance. 


WRITES BEST OF ALL... . 
BECAUSE IT IS BUILT BEST OF ALL 


INTER-CONTINENTAL TRADING CORP. + 90 west ST., NEW YORK 6, N. Y. 


For More Information Circle No. 278 
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The Profit Squeeze 


Many a medium-sized manufacturer finds his earnings 


are not keeping pace with his increased volume; 


Yet he can often improve this situation from within 


ASK most businessmen today about sales 
and they beam. Bring up profits and they 
change the subject. Higher labor and 
materials costs, greater selling expense 
these have taken the bloom off the 
boom for thousands of companies. 


3USINESS-PAGE headlines report how 
this squeeze affects large corporations 
3ut it’s the smaller outfits who feel it 
most. Their slimmer profit margins will 
only stretch so far to absorb added costs 
yet price increases are dangerous if the 
big hold the Equally 
lowered retained earnings limit, some 


boys line bad, 


times even prohibit, needed expansion 


FACED with these facts, more and more 
companies are re-examining their own 
operations, searching within for hidden 
profit leaks. What they find missing is 
a system of modern management control 

fast, accurate reports which enable 
you to spot trouble almost as it's happen- 
ing, instead of long after the damage is 
done. Such systems exist, of course, but 
most of them are too complicated or 
for small 


too costly to medium-sized 


companies 


With one exception—Keysort 


McBEE 


THE KEYSORT PLANT CONTROL PLAN was 
designed to provide modern manage- 
ment control in terms of the facilities 
of a grawing company. With Keysort, 
1 daily, 2 
weekly, 2 monthly — to put you in full 


you need only 5 reports 


control of your business and your profits. 
On your desk immediately following the 
last work day of the period, these reports 
1) 


cost 


cover labor costs and distribution; 
2) 3) 
excess cost; 4) plant operation; 5) com- 
PCP 
may be extended to give you similarly 


recovery ; work-load and 


parative earnings. In addition, 
timely reports on job costing and work 


in-process 


THESE flexible, on tame reports are so 
simple to produce that in many cases 
the job can be handled completely by 
existing office personnel — without dis- 
rupting your present accounting pro 
cedures. Their cost is remarkably low 
approximately that of one additional] 


shop employee 


THE nearby McBee man has a presenta 
tion which will show you how it’s done 
Phone him, or write us for illustrated 
folder containing an example of each 
report 


eee +. 
eo % — 
o e® @@® 


Punched-card accounting for any business 


Product of Royal MeBee Corporation, Port Chester, N. Y 


Offices in principal cities « In Canada: The Mc 


Bee Company, Lid., 179 Bartley Drive, Toronto 16, Ontario 


For More Information Circle No. 200 


Tuk Ovrice-——September, 1957 





‘Machine-tying 
beats hand-tying 


Says Louis A. Weicker, Executive 
Vice-President, Commerce Clearing 
House, Inc., Chicago, Illinois: “One of 
the key operations in this business, 
coming at the time when train sched- 
ules must be met, is bundling and tying 
our tax and business law reports. 
Every day thousands of loose leaf re- 
ports on new tax and business law 
developments must be assembled and 
tied into bundles to meet post office 
requirements and help get them to our 
subscribers quickly. 

“Bunn Package Tying Machines save 
us time .. . by tying these thousands 


PACKAGE TYING MACHINES — SINCE 1907 


B. H. BUNN COMPANY 


7605 Vincennes Ave., Dept. OF-97, Chicago 20, Ill. 
Export Dept.: 10406 S. Western Ave., Chicago 43, Ill. po wee eee eee 


of reports ten times faster than hand 
tying.” 

Here’s how Bunn Package Tying Ma- 
chines can save you time and money: 
Faster tying: A tension-controlled 
wrap and tie made in 114 seconds. 

No manual change-overs: Adjust au- 
tomatically to varying shapes. 
Slip-proof knot: Postmasters every- 
where approve the Bunn wrap and 
knot. 


Simple operation: Beginners become 
experts in a few minutes. 


MAIL THIS COUPON NOW 


B. H. Bunn Co., Dept. OF-97 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name es sclcaaiaielie ee 
Company ae - 
Address 


City ~ State 


For More Information Circle No. 222 
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PLANNING 
REDUCTION OF PAPER WORK AND 
OFFICE COSTS 


TO OBTAIN THE UTMOST IN 

PEG STRIP ANALYSIS FORMS AND SYSTEMS 
SPIRIT DUPLICATING FORMS AND SYSTEMS 

CARBCN INTERLEAVED FORMS 

BOOKKEEPING MACHINE FORMS 

REPRODUCTION METHODS 
ONE WRITING PAYROLL SYSTEMS 
FORMS CONTROL 


OR WRITE 


SYSTEMS RESEARCH DEPARTMENT 
MERCURY PRINTING COMPANY 


160 VARICK STREET 
NEW YORK 13, N. Y¥ 
TELEPHONE WATKINS « 


| 
| 











For More Information Circle No. 223 
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Ruth Clemence, Certified Professional 
Secretary, was named Secretary of the 
Year at the annual convention of the 
National Secretaries Assn. Mrs. Clemence 
is secretary to W. F. Landes, vice presi- 
dent, Bell & Zoller Coal Co., Chicago. 





Tue Orrice—September, 1957 


When Erik Ohls- 
son, president of 
Facit, Inc., heard 
that Floyd Patter- 
son, world’s heavy- 
weight boxing 
champion, was an 
amateur typist, he 
presented him with 
a Swedish Halda 
portable typewriter. 





A Trip Through Philadelphia’s 
New Property Registry Section 


The City of Philadelphia opened its 
new Registry Section in July. The 93- 
year-old unit contains 5 million real estate 
records. Paper abstracts which formerly 
filled 286 cabinets are now on 35mm 
microfilm in 18 cabinets. Property maps, 
formerly filed in book form, have been 
preserved from further deterioration by 


A title insurance 
company agent, 
about to search 
the title of a spe- 
cific real property, 
**1000 Nosuch 
Street,” locates the 
district containing 
it on one of six 
wall maps. He re- 
cords a_ reference 
number designating 
the district. 


being put into individual acetate jackets 
and filed in plan cabinets. Annual savings 
effected by the modernization are ex- 
pected to total about $30,000. 

How Philadelphia now serves visitors 
to its Registry Section is illustrated below 
(pages 50 to 54). 








Writing the district 
number on a card, 
he hands it to a 
Registry Section 
clerk. 
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The clerk draws a 
plot plan of the 
district from a 
Remington Rand 
map cabinet. The 
cabinet’s 20 draw- 
ers each hold 40 
plot plans. Seven 
cabinets contain 
4920 plot plans 
which formerly 
filled 385 clumsy 
books. The plot 
plans, accurately 
drawn to exact 
scale, have been 
slipped into acetate 
jackets to prevent 
further deteriora- 
tion. 


The clerk hands 
the plot plan to the 
visitor, who ex- 
tracts from it a 
second _ reference 
number written 
within boundaries 
of “1000 Nosuch 
Street.” He may 
also draw _infor- 
mation from the 
map itself, which 
is an exact scale 
drawing based on 
surveyors’ descrip- 
tions. 
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Using the second 
reference number, 
the clerk quickly 
draws from one of 
31 files a microfilm 
striporstrips 
showing abstracts 
of all deeds for 
**1000 Nosuch 
Street” since 1865. 
Each 12-drawer 
high, two - drawer 
wide cabinet, made 
by Security Steel 
Equipment Corp., 
holds 25,000 strips. 
Within the draw- 
ers, strips are 
stored in double 
rows. 





The visitor inserts 
the strip in the 
microfilm reader 
and adjusts a 
brightness control 
to his satisfaction. 
The resulting im- 
age is larger and 
easier to read than 
the 6” x9” paper 
abstracts which 
were formerly used. 
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Filing cabinets 
(background) store 
deed abstracts 
which record every 
owner for 560,194 
Philadelphia prop- 
erties since 1865, 
and also property 
survey descriptions. 
Microfilm readers, 
made by American 
Optical Co., (fore- 
ground) yield a 
24:1 magnification 
of the abstracts, 
which are on 17%” 
x 5” 16 mm film. 


Ul iifii 


Wt) 





Philadelphia Records Depart- 
ment Commissioner Charles 
A. Baker (standing) watches 
as a title company agent 
draws deed information from 
the microfilm image. 
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Thirty-one filing 
cabinets contain 
microfilmed deed 
information for all 
properties in the 
entire city of Phil- 
adelphia. Each 12- 
drawer cabinet 
holds 25,000 17%” 
x 5” microfilm 
strips, filed in 
double rows with- 
in each drawer. 
Shown here are 
Records Commis--: 
sioner Charles A. 
Baker (right) and 
Deputy Commis- 
sioner in charge of 
Records Manage- 
ment, Clarence A. 
Dockens. 


Commissioner Baker 
and Mr. Dockens in- 
spect one of seven 
map cabinets which 
hold scale drawings of 
more than 700,000 
Philadelphia _ proper- 
ties. Clerk Tina Valeo 
lifts one of 4900 maps 
which bear the draw- 
ings. Cabinets are 20 
drawers high and each 
drawer holds 40 maps. 
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Machine, at right, de- 
signed by American Sten- 
cil Mfg. Co., combines 
into one operation all the 
steps required to die cut, 
perforate, print and trim 
the heavy stencil backing 
paper. Paper backs, along 
with stencil and interleafer, 
are assembled in the elec- 
tronically controlled col- 
lator shown below. 


Stencils by Machine 


Automatic machines now produce Sure- 
Rite duplicating stencils at American 
Stencil Mfg. Co. in Denver. Not shown 
here is the stencil coating machine which 
spreads the special formula on the long 
fibre tissue within .00005” of uniform 
accuracy. Moe Aaron, president of the 
company, said, “The machine made sten- 
cils are as good, or better, than those 
made by painstaking hand methods which 
earned our firm such a fine reputation.” 

Stencil coating compounds are basically 
nitro-cellulose dissolved in ether and alco- 
hol, but there are subtle differences in 
each manufacturer's formula. American 
Stencil Mfg. Co. blends 20 different chem- 
icals to close tolerances for a coating 
which can be molded, not cut, by the 
impact of typewriter type. 


From the collator, par- 
tially assembled stencils 
are fed through this ma- 
chine which prints guide 
lines on the stencil, affixes 
the Red Dot Seal Tabs, 
adds a top interleaf and 
attaches top typing film, 
then counts completed 
stencils in packaging quan- 
tities. 
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A 35-ft. rocket tops the $2 million office building of Trans World Airlines in Kansas 
City, Mo. The 124,000-sq. ft. building houses 700 TWA clerical employees in 91,009 
sq. ft. of office space. Some 24,000 sq. ft. are devoted to indoor parking space. Exterior 
is glass, red porcelain and white concrete. 


This Mosler Safe 
Co. vault and 
door, tested by the 
Atomic Energy 
Commission June 
24, “survived in- 
tact,” according to 
an official AEC 
statement. Al- 
though a layer of 
concrete was torn 
off the vault and 
steel trim was loos- 
ened on the 10-ton 
door, the vault re- 
mained an airtight 
unit. The blast re- 
moved all exterior 
hardware. A Mos- 
ler representative 
opened the door 
with only a few 
minutes of work. 
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SLASH YOUR 


a Ww: 


> PAPERWORK COSTS WITH 


A QUALITY 


motorized 


PHOTOCOPIER 


for only 


189 


Copies letter 





or legal-size, 
in seconds, 
for pennies 


THE CORMAC CORVE TTE 


SO CONVENIENT... SAVES TIME AND MONEY—Now, 
with the new Cc ormac Corvette you can get 
instant, quality copies of anything you need! 
Saves hours of valuable dictation time, costly 
retyping time and overtime. 

COPIES EVERYTHING, BUT EVERYTHING! You get 
100% value too because Cormac Corvette 
copies skip nothing: ballpoint or fountain pen, 
spirit duplication, colors, and lots more that 
other machines can’t copy. Permanent, too. 
LIFETIME GUARANTEED, too, by the makers of 
world’s most complete line of desk-top photo- 
copy machines... Dealers everywhere. 


CORMAC INDUSTRIES, Inc. 


80 Fifth Ave., New York 11,N.Y. ORegon 5-9310 


e'll be glad to arrange a private demonstra- 
fon at your convenience, in your own office. 
No obligation, of course. 


ee ee ee ee ee ee ee ee ee ee ee 


CORMAC INDUSTRIES, Inc. Dept. 58 I 
80 Fifth Avenue, New York 11, N. Y. I 


I would like to see the Cormac Corvette perform | 
in my office on my own work. Please have the | 
nearest Cormac dealer contact me to arrange | 
for a demonstration at my convenience. 


Company. . 
Address... 


a 


ee 


Dink cnidinid even ene eke winrdnectivesticent 


For More Information Circle No. 297 
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*« Assembles items of varied sizes 
and weights, ranging from onion- 
skin to one-eighth inch board. 

¢ Fully automatic. Suction feed 
gives positive control of every sheet. 
Sets are automatically checked for 
too many or too few pieces; 

signal light shows if faulty. 

¢ Handles sheets as small as 3 by 5 
inches; and as large as 12 by 17 
inches, depending on medel. 

¢ Easy to load. Has large capacity, 
about 3,000 sheets of letterhead 
weight. 

¢ Available in 4, 8, 12 and 16 
station models. 

* Has optional extras — stacker, 
oscillating delivery unit, and 
wire-fed stapler. 

¢ Pitney-Bowes service from 

302 cities, coast to coast. 
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Collating costs slashed 
with the Macey Collator- 


The Macey Collator takes over a boring, tedious task . . . ends 
wasteful diversion of high priced office people from their jobs, 
avoids overtime and the expense of extra temporary workers. 
Two-thirds of the users report savings of 80% or more, with 
96% saving 50“ or more. Even for infrequent use, it is a real 
economy and welcome convenience. 


It will assemble up to 3,000 sets an hour with accuracy, efficiency 
... gather items of assorted size, thickness, finish . . . speed 
delivery and distribution of all your printed material, including 
bulletins, forms, price lists, records, catalogs, and manuals. 

It can be used by office people without special skills, and 

easily set up without tools. 

Ask the nearest Pitney-Bowes office to make a survey of your 
collating needs, without obligation .. . and learn how the 
Macey Collator can serve and save for you. Or send coupon 
for free illustrated booklet and case studies. 


Sold and serviced by 


Pitney-Bowes, Inc. 


Originator of the postage meter... leading maker of mailing 
machines ... with 103 offices in U.S. and Canada. 


es ae A ee ee ee ee 


PITNEY-Bowes, INC. 
3404 Crosby Street, Stamford, Conn. 


Send free illustrated booklet and case studies on 
the Macey Collator: 


Name___ 


Address 


ae eS ee 


ee ge eee Se ee eS ee a 
For More Information Circle No. 203 
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all steel, 

| extra-heavy; 

= ane: 

jus e H 

| retractable dhnouste te 

| casters. With ¢ 0 

| I drop leat— —' rnerines 
Model 8000. ¢ OL 
Also available nO ond) 


. in 35%” height. 
| : sont @ ges- 


‘@& TIFFANY STAND CO. 225000 


At better dealers everywhere... for further information, write Dept. O 


alll ot 


For More Information Circle No. 243 
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When does it pay to make 
your own Offset Negatives? 


If you want to improve the efficiency 

of your offset printing operation, Kenro Graphics, Inc. Dept. F-9 
look into the cost of negatives. You 25 Commerce Street, Chatham, N. J. 
may be wasting time and money by Please send me 

not making your own negatives on (] FREE offset negative cost calculator 
a Kenro “Vertical 18” camera. Free () FREE Kenro camera literature 
negative cost calculator shows how [1 I would appreciate a Kenro demon- 
much you can save. Investigate how stration. 

easily you can make top quality line 

and halftone negatives on a Kenro. 


Send coupon today. Company 


ELE ee eee ee LRA ee Me Sere ‘ie 


KENRO GRAPHICS, INC. | RAS eh eg 


For More Information Circle No. 300 
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Since Gutenberg invented the movable 
type, printing has gone a long way... 
beautiful reproductions are now made 
in this highly developed art. 


science and printing 


Electronics entered the field of stencil 
duplicating and virtually made a printing 
press out of the Rex-Rotary 0-280. 


Electro-Rex will electronically cut a stencil 
from any type of graphic matter... 
the moment you need it. 


Combination of the famous fully automatic 
Rex-Rotary D-280 and Electro-Rex 

enables anyone in your office to reproduce 
anything in graphic art...and you 

get your printing faster than ever before. 


Ask for a free demonstration and an 
Electro-Rex ABC booklet at no charge. 


DISTRIBUTING CORP. 





387 FOURTH AVENUE 
NEW YORK 16, ®. Y. 
For More Information Circle No. 268 





if your problem is... 


Qalee Records. 
Credit. Control... 
Inventory--- 


your answer is in sight! 


With VICTOR® Visible Equipment you actually 
see the facts—what, who, when, and where— 
VISIBLE FOR ACTION! 


FOR SALES RECORDS 


Colorful tabs pin point calls, signal 
— follow-up dates, special and sea- 
sonal customer needs for action! 


FOR CREDIT CONTROL 


Keep losses at minimum. Save 
your credit department 50% and 
over of the time spent checking accounts 


FOR INVENTORY 


CONTROL 
Build your entire record system 


around VICTOR controlled opera- , Keep inventory in the zone of bal- 
tions to achieve the. greatest ac- ™ anced stock. Signals register low 
curacy and utmost speed possible stock and overstock for immediate action! 
in record posting and reference. 

Start saving valuable time now A pape ae Ee we 
Check the applications that inter- VICTOR SAFE & EQUIPMENT 

est you and mail this coupon today. REMINGTON RAND DEALER SALES 


315 FOURTH AVENUE, NEW YORK 10, N.Y. 


Please send me free literature covering the appli- 

cations checked below. [-] 1 SALES RECORDS 

(J 2 CREDIT CONTROL C] 3 INVENTORY 

We Be Bee 
ped Rremuington. Plana 90% 5%: 





FIRM 
ADDRESS 
CITY ZONE ol) —— 














For More Information Circle No. 205 
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When you staple ELECTRICALLY with the 


FEATHER TOUCH «. & , Yy ° 66" 


Saves Work! Saves Time! Saves Money! \ x 


Yes, with the new electric SWINGLINE 66 bs 
Stapler, it takes but a Feather Touch to 4 
staple up to 40 pages together with neatness 

and speed...a perfect clinch every time. 

Gone is the heavy labor and fist pounding. 

Gone the loss of time through jammed-up 

machines. The SWINGLINE 66 is an office 

worker’s dream, an office manager’s pleasure. 

Ask your stationery supplier for a 
demonstration...or a free 10-day trial. 

You'll be amazed! 


“FEATHER 
TOUCH" 


ae ony $3975" 
including rubber gasket at stationers everywhere 
ot (Foot pedal model available at $44.75) 
- INC. LONG ISLAND CITY 1, NEW YORK 


World's Largest Manufacturers om * —— 


For full information write: 


of Staplers for Home and Office 
tSlightly higher in the West ; #4 Office Stapler > Tot“*S0" Pocket Stapler. #27 Office Stapler 


For More Information Circle No. 217 
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AP pore» ey 


Everything Is Easy To Get At In This 


NEW yufide 


ZIPPER BRIEF CASE 


It’s the newest thing in business 
case efficiency and convenience. 
Handsome TUFDE Zipper Brief 
Case has the same roominess as 
a lock-flap case, yet weighs only 
half as much! And so easy to 
open. A quick zip does it. The 
complete contents are easy to 
see—and get at. Has extra wide 
center pocket for catalogs and 
samples; two smaller pockets for 
order books, correspondence, 
etc. Double swing handle means 
comfortable carrying. Looks like 
a million, yet costs so little! 


About Anata LOOKS like leather... 
$150° CASE FOR GOOD FEELS tike leather... 


MANAGEMENT by OUTWEARS teather 5t01 
2 UNCONDITIONALLY GUARANTEED 5 YEARS! 
‘Vufide 


iat pt at CCCI 
eS PULAU AULA AA AL sie 
STEBCO, Dept. E-4 
1401 W. Jackson Blvd., Chicago 7, Ill. 

See the complete selection of Please send FREE TUFIDE Catalog. (If you 

TUFIDE Business Cases at office have special case requirements, attach a note 

supply, stationery and depart- specifying your needs and quantity.) 

ment stores. Special cases to 

order. Mail coupon for details. 





WY 
ARERR AES 


Your Name__ 





UUU 


Company Name_____ 


St i- Address 
€ CoO (SINCE 1918) City & zone State 


NOt av atetetetergtatatatat stars 
1401 W. Jackson Bivd., Chicago 7, “Fiat a eH 


Visit The STEBCO Display In ROOM 556 At The N.S.O.E.A. National 
Convention & Exhibit, Conrad Hilton Hotel, Chicago—September 28-October 2. 


For More Information Circle No. 262 
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most | Visible Adding Diss) : 
expensive | 


adding | Adds to $10, 000, 000. 00 ) 
machine 
in 

















| Short Stroke Handle || 








| 150 Operations per Minute 





WORLD! 





| 2 Color Ribbon 








| Fully Guaranteed | 





The world’s smallest 
and most economical 


nacie.. QUI 


_ At better Office Machine Dealers or write to 


SWIFT BUSINESS MACHINES CORP 





For More Information Circle No. 206 
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easy to clean 
Gleams when cleaned 
with damp cloth. Re- 
sists alcohol, ciga- 
rette burns, etc. 





extra thick 
rs | lamination of 
wood-grain plastic 
over 5/16” Presd- 
wood. Won't slip— 
won't creep, 





Chairs glide smoothly 
over the mar-resistant 
surface. Not slippery. 
Chip resistant. 





See you in 
Rm, 653 


NSOEA 





























lustrous wood-grain 
"EXECUTIVE" PLASTIC OFFICE CHAIR MAT 
matches your modern furniture 


Here is the most beautiful chair mat ever designed—the 
Interstate “Executive.” Available in Driftwood Gray, Walnut, 
Desert Tan, or Mist Green wood grains in gleaming plastic 
laminated to extra-thick Presdwood. The striking “Executive” 
is long wearing—an independent laboratory test proved that 
more than two million scuffs and abrasions did little more 
than remove gloss from the tough plastic surface. Low in 
cost too. 

pes SEND COUPON TODAY ————-— 


Interstate Metal Products Co., Inc; Dep't E 
INTERSTATE (Office Equipment Division) : 
666 Lake Shore Drive, Chicago 11, til. 


Please send me FREE literature and more information about Executive 


plastic chair mats. 
at the 
NAME 





TITLE 





COMPANY 





ADDRESS 





| 
| 
| 
| 
l 
show. | 
! 
| 
| 
j (city) (zone) 


For More Information Circle No. 240 
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This is the ONE Agency... 








This is the one agency directly 
authorized by Monroe 

for the Foreign Distribution of 
world famous used 

Monroe Calculating Machines. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey 





For More Information Circle No. 273 
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Liberator 75 


Automatic feed * Hand brush 
inking * Post card to legal size 
$99.50 Tax and counter extra 


Bulletins, office forms, direct mail, 
house organs, catalogs . . . there is 
no limit to the versatility of precision- 
built Speed-0-Print stencil duplicators. 
Anyone can produce sharp, clear, 
professional-quality copies—from ten 
to ten thousand, and in color, if 
desired—quickly and economically 


SPEED-O-PRINT STENCIL DUPLICATORS 


SPEED THE WORK CUT COSTS 


Simplicity of operation, dependable 
performance, sturdy construction, 
long life . . . these are some of the 
extra-value factors that have made 
Speed-0-Print known the world over 
as “The World's Finest Duplicators 
at the World’s Lowest Prices.” 


Send today for 

ILLUSTRATED CATALOG 

describing the complete Speed-0-Print 
line of stencil duplicators 

and accessories. 


Sheed- O-Catinet 


Duplicator base and handy util- 
ity cabinet. Top provides over 
5 sq. ft. of working surface . . 


De Luxe Sco te 


Illuminated drawing 
board for hand work on 
stencils. Adjustable to 
any position .. . $49.50 


File Cabinet 
Accommodates 400 sten- 
cils or offset plates. Max- 
imum protection, easy 
storage. . $49.50 


iterator 100 


Automatic roller release * Any 
weight paper to post card stock 
Automatic brush inking...$149.50 
Tax and counter extra 


Liberator 200 


Electric operation 
Closed cylinder * Two 
speeds * Up to 6000 
copies per hour * Auto- 
matic brush inking . 
$399.50 Tax and counter 
extra 


Vitervator 200 


5000 copies per hour * Hairline 
registration * Perfect for multi- 
ple color work $199.50 Tax 
and counter extra 


SPEED-O-PRINT CORPORATION 


1801 W. Larchmont Ave. Chicago 13, It 


SPEED-O-PRINT (CANADA) LTD. 


| 
in Canada | 
| 641 CRAIG ST WEST 
| 
o 


Feature-packed Post Card-Menu 


Duplicator . . . $44.50 plus tax MONTREAL, QUE., CANADA 


For More Information Circle No. 210 
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MAKERS OF THE WORLD FAMOUS 
PATENTED “*STA-CLEAN’ METALLIC 
PROTECTIVE-COATED MASTER UNITS 


U. 8. PAT. 2,671,734 


A reputation can not be bought. It must be 


earned. 


We have earned ours by strict adherence 


to these rules: 


¢ Set one standard, but set it HIGH 
¢ Serve one trade, but serve it WELL 
¢ Make one product, but make it BEST 


SPECIALIZING IN MASTER UNITS 
SPIRIT & HECTOGRAPH CARBON PAPERS 


2 
SUPPLIERS TO DUPLICATING SPECIALISTS EVERYWHERE 


Yy, Jf \ RIBBON AND CARBON MEG. CO., INC. 
| GENERAL OFFICES AND FACTORY 
HARRISON, NEW JERSEY, U.S.A. 








For More Information Circle No. 295 


Tue Orrice—September, 1957 





A.A.A. Adding Machine Company, Inc. 
26-09 Jackson Avenue - Long Island City, N. Y. 


GROBARK & COMPANY 
159 N. Dearborn Street - Chicago 1, Ill. 


otnn 


TOTAL 


adding listing 
machine 


capacities up to 
12 listing 
13 totaling 


ww 
NUMERI Foe 


capacities 
up to 10 x 11 x 21 


A.A.A. Adding Machine Company, Inc. 
26-09 Jackson Avenue 
Long Island City, N. Y. 


LAGOMARSINO- PAI 
Viale Umbria 36 
Milano (Italy) 


HAND MODELS ALSO AVAILABLE 


For More Information Circle No. 241 
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New All-Electric machine copies 


ledger-size reports in 6 seconds 
New THERMO-FAX “‘Fourteen’’ Copying Ma- 
chine speeds your office paperwork with copies 
made in 6 seconds. You copy ledger-size reports, 
legal documents or tax forms as well as routine 
office work by electricity alone... there are no 
chemicals or negatives. Copies cost as little as 5¢ 
each. Send the coupon below for full details today. 


thermo -fax 


COPYING MACHINES 


The terms THERMO-FAX and FOURTEEN are trademarks of Minnesota Mining & Mfg. Co., St. Paul 6, 
Minn. General Export: 99 Park Ave., New York 16, N.Y. In Canada: P. 0. Box 757, London, Ontario. 


Minnesota Mining & Manufacturing Company, Dept. Es-97, St. Paul 6, Minn. 


Send details on the time and money-saving THERMO-FAX “Fourteen” 
Copying Machine. 
Name 





Company 
Address 
City Zone State 











For More Information Circle No. 239 
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Reduce Worker Fatigue to 
Raise Office Efficiency 


DR, LOUIS J. RAGO, Associate Professor of Management, 


Duquesne University, Pittsburgh 


Photo by H. Armstrong Roberts 


Fatigue causes work to pile up at certain desks, with re- 
sulting delays in the work flow all over the office. Errors 


are made in billing, accounting and payroll records. 


This 


leads to additional work, buck passing and general confusion. 


ESPITE MULTIPLICITY of re- 

medial measures, it is commonly 
accepted that office productivity retains 
its ups and downs; while highly desired, 
nothing seems to bring about a continu- 
ity of paperwork flow from incoming 
mail to outgoing bills. This frustrates 
the executive responsible for results. 
Unfortunately, in situations of this 
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kind, an innocent office clerk often gets 
the blame, simply because it is only 
human to find a scapegoat for lack of 
success of carefully developed work 
simplification measures. 

It may come as relief to the dis- 
appointed executive that, in all proba- 
bility, results were not forthcoming be- 
cause the respective innovation left the 


73 





Photo by H. Armstrong Roberts 
Fatigue may manifest itself in either ab- 
senteeism, tardiness or both. In addition 
it has a detrimental effect on employee 
morale. 


real cause of the problem still un- 
touched. Thus, the measure was prob- 
ably all right but, since it did not influ- 
ence the factors causing the inefficiency, 
its effects were not felt. Before iz.troduc- 
tion of any efficiency measure, a careful 
analysis should be made to locate the 
root of the problem. The fact that other 
offices solved many of their problems 
by certain management techniques does 
not imply that the same remedial meas- 
ures are applicable elsewhere. Each 
office has its own distinctive problems 
based on its organizational set-up, the 
variety, type and nature of its activities, 
and the capabilities of its employees. 
A careful study will reveal at least 
one cause common to all offices, regard- 
less of size and type of activity, causing 
employee productivity to fluctuate. 
This is fatigue. It is manifest that offices 


7h 


have an enormous stake in the “process 
While 
fatigue is universal, costly and serious, 
its mitigation is not impossible. 

Fatigue knows virtually no excep- 
tions of sex, social or educational status, 
or level of employment. The man-years 
lost as a result of productivity fluctua- 
tions caused by fatigue are considerably 
greater than the estimated (and also 
fatigue-caused) losses due to absenteeism 
or tardiness, and more than twice those 
lost because of illness." By the same 
token, absenteeism, tardiness and even 
sickness are often derivatives of fatigue. 

While actual losses, related directly 
or indirectly to fatigue, are practically 
incalculable, they include the cost of 
all inefficiencies not attributable either 
to poor supervision or lack of proper 
equipment. It might manifest either 
in absenteeism and tardiness. If the 
employee is on the job, fatigue causes 
work to pile up at certain desks, caus- 
ing dela¥s in the flow of proper in- 
formation all over the office; errors are 
typed in billing, accounting and payroll 
records or in legal papers causing addi- 
tional work, buck passing and a general 
confusion. All this in addition to the 
detrimental effects on employee morale. 
And all these can be minimized, if not 
completely eliminated, by a careful 
study of the behavior of the fatigue 
cycle in the various occupational fields 
and levels of employment. 

As soon as sufficient data (observa- 
tions collected and tabulated) pertaining. 
to the “process of fatiguing” are avail- 


of fatiguing” their employees. 


1 Proceedings of the August, 1956, meeting of 
the International Society of Fatigue and Rest, in 
Brussels; also International Bulletin for Medical 
Research, New York; furthermore, H. U. Baum- 
gartner: Social Polices of Industrial Enterprises, 
Bern, Switzerland, 1950. 
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able, it will become possible to calculate 
the time of the day and the number of 
coffee breaks which should be granted 
to relieve fatigue; the time of the day 
and the need for music which ought to 
be provided for its relief; the length and 
exact starting date of the “big” vacation 
as well as the wise apportionment of the 
“little” holiday-extension type of vaca- 
tions, etc. The latter is a vacation 
which should be created for those em- 
ployees who, for reasons to be ex- 
plained later, need an extra day or so 
to recuperate from fatigue. 

Every office is faced with absentee- 
which is an uncontrolled, last- 
minute affair causing many disturbances 
in office life. Why not organize the 


ism 


absentee days in such a manner that it 
serves both the interest of the employee 
equally as well as that of the employer? 
This suggestion is similar to the pro- 


verbial saying, “If you can’t beat him, 
join him.” 

This limited “research” does not 
imply a real scientific procedure. As a 
matter of fact, in smaller offices it is 
only essential to make relatively simple 
informal studies which entail nothing 
more than a conscious observation re- 
vealing the general pattern of the gyra- 
tions of the fatigue cycle (i.e., observa- 
tions disclosed that the tiring process 
appears to follow a cyclical pattern). 
Thus, programming the time-off periods 
should be carefully developed. 

Office efficiency depends on the effec- 
tiveness of the individual employees. 
By the same token, raising individual 
human effectiveness depends, among 
other things, on how accurately the ac- 
cumulated as well as the daily mental 
and physical fatigue can be determined 
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and subsequently favorably influenced. 
Basically, daily fatigue results from 
natural daily exhaustion; accumulated 
fatigue from weekly, monthly or yearly 
work. Curiously enough, the physical 
make-up of individuals will not alter 
very significantly the general behavior 
pattern of the fatigue cycle because the 
chances are that employees within the 
same job category will get mentally and 
physically tired at approximately the 
same time. 

On the basis of such records as (1) 
employee output, (2) the frequency ol 
errors made in the work at specific 
hours of the day, (3) observations of 
mood fluctuations, (4) tardiness records 
during different days of the week, (5) 
absentee records, etc., a fatigue study 
can be started. The idea is to establish 
the productivity trends in given job 
classifications during an 8-hour work 
day. It will turn out to be a fluctuating 
cycle which may look something like 
the graph atop page 76. 

Management should allow — short 
break periods just before the downturn, 
or should schedule lunch hours and 
coffee breaks at approximately these 
critical periods. The results could be 
easily appraised because the efficiency 
would show a marked improvement. 
Where coffee breaks are not considered 
feasible, music may be provided to 
change the monotony by supplying re- 
lief against fatigue. Possible changes in 
productivity (both qualitative and 
quantitative) would alter the page 76 
diagram as the dotted line indicates. De- 
termination of the cumulative weekly 
fatigue factor is related to the daily 
fatigue factor. If management does 
nothing about the daily fluctuations of 





10 MIN. BREAK 


PRODUCTIVITY 
100% 


100-1110 


80 % 


60% 


40% 


20% 








30 MIN 
LUNCH HOUR 


1O MIN. BREAK 
310-3 20 





12 


DAILY 


WORKING 


HOURS 


Sample trend of an office worker’s productivity in an eight-hour day.” 


productivity, a highly progressive rise 
in the cumulative fatigue factor may 
result. There sufficient 
number of studies made to prove that 
the employee returning from a week- 


have been a 


end rest does not recuperate entirely 


from the fatigue of the past week.* As 
a result the employee starts off the week 


* Based on an experiment at the Siltronic Co 
of Pittsburgh. 


*H. U. Baumgartner: Social Policies of Indus 
trial Enterprises, Bern, Switzerland, 1950. 


with a residual fatigue, carried over 
from the previous week. The size of 
this residual fatigue will depend upon 
the number of breaks and their respec- 
tive distribution during the workday. 
For explanatory purposes the graph 
below shows generally rather than speci- 
fically “fatigue accumulation trends.” 
This is how employee fatigue may ad- 
vance on the second and subsequent 
Mondays, after returning from a week- 
end: 


Ce sa, oe Ae, 


OG 
op Cy 
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This indicates that in the 14th week 
or so, the employee is physically and 
mentally tired because of his job. Thus, 
he needs a longer period of rest than 
the usual week-end. 

In calculating the yearly residual 
fatigue factor, the same _ procedure 
should be applied. However, instead of 
weekly fatigue accumulation, quarter- 
year fatigue data must be measured. 
The employee returning from the big 
vacation starts out fresh. The body 
feels no fatigue which cannot be over- 
come by the first week-end break. 
(Actually the employee may return 
with some fatigue, but it is only a sort 
of hangover from the vacation and 
easily cured.) This is how the accumu- 
lation of fatigue may look on a quar- 
terly basis: 


On the basis of the previous discus- 
sion, it appears evident that vacations 
should be given at the point where the 
falling off of employee effectiveness, be- 
cause of accumulated residual fatigue, 
is indicated. If the fatigue factor is 
established for each job category and 
the job records on the employee are ac- 
curately kept, it is simple to assign his 
vacation when he really needs it. Since 
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employees falling under the same cate- 
gory would, according to the fatigue 
factor, be tired and needing vacation 
at just about the same time, it might 
seem that a sign “office is closed on 
account of vacation” would be neces- 
sary. But this is not so because each 
and every employee, with the exception 
of a few, starts to work for a particular 
firm at a different time. Assuming that 
one starts in July, another in August 
and a third in September, their vacation 
needs will be one month apart. As a 
rule it will seldom happen that more 
than a few employees will be scheduled 
for vacations in each department at the 
same time. 

Now the question of distribution of 
vacations. If the company gives two- 
week vacations to its employees during 


the year (of course, many employees 
receive more time, others less), not all 
the vacation need be given in one lump 
sum. The writer suggests splitting the 
vacation in the following fashion: 

1. A one-week vacation at the point 
where a particular employee’s accu- 
mulated fatigue factor becomes so high 
that the employee really needs a vaca- 
tion. Looking at the example above. 





this would be at the end of the fourth 

quarter. 
2. The 

however, 


second one-week vacation, 
should be split into days 
which can be assigned according to a 
logical formula. Following the example 
on page 76 and assuming that at the 
end of the sixth week a holiday week- 
end comes up, the writer suggests pro- 
longing the holiday week-end for that 
employee whose accumulated fatigue 
factor is large enough to warrant a 
vacation. In other words, give him one 
day before and one day after the holi- 
day. This would leave four vacation 
days which could be split in the future 
according to the needs of the employee. 
Such arrangements would tend to dis- 
tribute the vacation days during the 
whole year so that, with the help of 
strategically located prolonged holidays, 
the problem of fatigue could be mini- 
mized to a large degree. If the employee 
because of death or illness in the family 
has an unexpected absence, the pre- 
determined vacation plan should be ad- 
justed. Needless to say this plan is not 
feasible for employees with less than a 
two-week vacation, and it becomes pro- 
portionately easier to administer with 
a longer vacation allotment. 

In some firms the suggested arrange- 
ment of vacations is not practical at the 
present time. In the future, however, 
companies may decide to add an extra 
week to the vacation and this week can 
be split as mentioned above. 

It is hoped that the reader realizes 
that the time-off scheduling problem is 
real and unsolved. Also it should be 
recognized that it is vital to manage- 
ment, because of reasons explained 
above, as well as the advisability of 
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uninterrupted and efficient office opera- 
tions, that any time-off period be 
planned in advance, taking facts about 
fatigue into consideration rather than 
leaving the scheduling of coffee breaks, 
functional music, vacations, etc., to the 
traditional rule-of-thumb method. This 
means that vacations would not be 
given merely because summer is here, 
but because the mental and physical 
health of the employee makes it neces- 
sary. Thus, altruistic reasons would co- 
incide with egoistic reasons of office 
management. 

At present, the granting of time-off 
periods is usually based not on facts 
but on convenience and social customs. 
Many managements have neglected the 
fact that time-offs serve important pur- 
poses, the benefits of which accrue to 
both employees and employers. Basic- 
ally, coffee breaks, functional music, 
vacations and holidays relieve the daily, 
weekly and yearly fatigue so that em- 
ployees, upon returning from the time- 
off period, can produce more effective- 
ly. Despite time losses, this means lower 
cost to the employer and greater job 
satisfaction to the employee. The writer 
suggests that offices determine the daily, 
weekly and yearly fatigue accumulation 
trends in each important and distinct 
job classification. Then schedule the 
time-off periods on the basis of these 
findings and according to the needs of 
the employees, rather than according to 
customary, but often outmoded meth- 
ods. The benefits of planned time-off 
scheduling will manifest itself in greater 
accuracy in the work performed; in 
greater job satisfaction; in greater work 


output and a better and more congenial 
office atmosphere. 
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Coffee Drinking Is 
Routine in Most Offices 


Designed for smaller offices 
with from 10 to 100 employees, 
this coin-operated Take-A- 
Break dispenser, made by Le- 
high, Inc., Easton, Pa., serves 
Nestle’s coffee, cocoa and bouil- 
lon. This photo was taken at 
Werner Textile Corp., Larch- 
mont, N. Y., and shows the 
hot drink dispenser installed 
next to a cold watercooler. 








T IS THOUGHT that over 40 

million American workers are al- 
lowed coffee breaks during their work 
periods and some 24 million actually 
drink coffee, during the breaks, at the 
rate of 30 million cups each working 
day. On-the-job coffee making and 
drinking is considered more advanta- 
geous because it eliminates traveling 
time. Although we Americans are the 
greatest consumers of coffee, and most 
of us are fussy about how our coffee 
tastes, a great many of us cannot make 
a good cup of coffee ourselves. The 
average summer resort which hires an 
experienced chef to do the cooking but 
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lets a college student make the coffee, 
is evidence of this failing. 

To give employees coffee that they 
like to drink, with a minimum of time- 
wasting fuss and expense, a variety of 
machines and products are available. 
Some of these automatically make and 
dispense coffee in large quanities, others 
allow the worker to make one cup at a 
time but provide premeasured ingre- 
dients for a tasteful result. The equip- 


ment can be company owned and 


charged off as a business expense, or 
provided by service companies. 

Some managements have taken ad- 
vantage of the coffee idea to improve 
their supervisory conferences, making 
them coffee conferences. They supply 


Coffee or chocolate, employees of Buck- 

eye Union Casualty Co., Columbus, Ohio, 

have their pick. Proceeds from hot drink 

sales go into an employee-administered 

fund which replaces the “office collection” 
nuisance. 


free coffee and maybe doughnuts or 
cookies in the conference room, and 
limit the meeting to 20 or 30 minutes. 
A single problem is brought up and 
discussed. The informality of combining 
a conference with a coffee break tends 
to loosen tongues and brings out ideas 
which might not be obtained at a formal 
meeting. The idea will work with any 
employee group when led by an execu- 
tive who participates pleasantly in the 
coffee-drinking. 

Coffee dispensers chased the “office 
bite” at Buckeye Union Casualty Co.., 
Columbus, Ohio. It used to be “fifty 
cents for flowers for Jenny in the 
hospital” and “let’s get a rattle for 
Phil’s new baby; how about a quarter?” 
Such sentiment gets expensive, accord- 
ing to Henry T. Weaver, assistant sec- 
retary, who said, “Most of our 
employees are self-supporting and con- 
tributions could amount to two or 
three dollars a month—which is 
rough.” 

Four officers of the firm and two 
appointed employees form a committee 
to administer the fund, fed by commis- 
sions received from vending machines 
installed for the 350 headquarters 
office workers. These coffee dispensers 
eliminate loss of time away from jobs. 

“We learned that some employees 
were slipping out for coffee without the 
consent of management,” explained Mr. 
Weaver, who said the firm makes no 
provisions for coffee breaks primarily 
because of the problems involved in 
setting up such a plan. Workers, how- 
ever, are permitted to take coffee to 
their desks. Now Buckeye Union em- 
ployees and executives consume an 
average of 270 cups a day. 
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W “MONEYIZED” our fringe 
benefits, as an inducement in 
our personnel procurement program, 
and the way our coffee break shaped 
up was startling to our top manage- 
ment. 

Our office allots 15 minutes morning 
and afternoon, plus free coffee at lunch- 
time. Some Los Angeles offices in tall 
buildings allot 20 minutes for each 
coffee break to permit employees to 
get up and down in the elevators. The 
California State Law has the following 
to say about rest periods or coffee 
breaks: 

“Every employer shall authorize and 
permit all women employees (also boys 
under 18 who come in under the law as 
minors) to take rest periods which, 
insofar as practicable, shall be in the 
middle of each work period. The 
authorized rest period shall be based 
on the total hours worked daily at the 
rate of ten minutes per four hours or 
major fraction thereof. However, a rest 
period need not be authorized for em- 
ployees whose total daily worktime is 
less than 3% hours. Authorized rest 
period time shall be counted as hours 
worked for which there shall be no 
deduction from wages.” 

While this law covers women and 
minors only, the men get in under it 
through sheer custom. But look at the 
way it totes up: 

15 minutes each half-day 

30 minutes a day 

150 minutes a week 

7500 minutes a year of 50 weeks 

(not counting the two-week 
vacation) . . . totals 
hours annually free, 
coffee break time. 


paid for, 
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Don’t Let the 


Coffee Break 


Break the Bank 


MARCIA WALSH 


That last line dealt the blow to top 
management. “Why,” gulped one of the 
brass in astonishment, “that makes an 
additional three weeks with pay devoted 
just to beverage and chitchat.” 

It means—(with the minimum wage 
of one dollar the hour) that business is 
paying out as a fringe benefit (even 
though it is a tax deduction) the sum 
of $125 yearly or more to each em- 
ployee. This is the minimum. Where 
employees get two dollars or more per 
hour, double that yearly figure. 

We have 112 employees in our Los 
Angeles office, 58 females and 54 males. 
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By law we must give 20 minutes daily 
to these 58 females. Since we are now 
giving them 30 minutes daily (only 
our file girls work at the lowest rate of 
$1.35 an hour), this adds over $14,000 
to our annual labor costs. 

If we abided strictly by the law and 
reduced that 15-minute period to ten 
minutes, we would still have over 83 
hours annually or more than two weeks 
coffee time. We have a 38-hour week, 
and 14 branch 
Coast alone! 


offices on the Pacific 
You may want to tote up your own 
coffee break expense. Don’t forget to 
add the rent of the coffee space and the 
salary of the attendant who may make 
the coffee and wash up afterwards. Our 
attendant annual salary of 
$2340 for short hours (ten to four). If 
you purchased the tables, chairs, cups, 
etc., have your accountant add that in, 
plus the price of the coffee, sugar and 
cream if you furnish it as we do. 


has an 


The next step is to bulletinize your 
information. Employees can toss off 15 


minutes a day and consider you a 
Grade-A Grumbler when you protest 


they sometimes take 20 minutes on the 


coffee break. After seeing the annual 
cost down in black-and-white, they are 
more apt to consider you a Lord 
Bountiful. 

If you want to be more compelling 
and persuasive, toss in the paid holidays 
you must give, whether by law, by union 
contract or custom. Add up those hours ~ 
and annex them to the bottom of the 
coffee break time. Each employee is 
pretty much aware of his hourly wage 
and most of them can figure free hours 
better than work hours. 

Of course, you. could in other 
fringe benefits which your firm may 
give such as free medical and surgical 
coverage (or that part paid by manage- 
ment), group insurance, free training 
or tuition and textbooks or whichever 
fringe benefits you do have. The total 
will be truly impressive. 

A firm with a company publication 
can publish the tally and findings. How- 
ever you use the information, spell it 
out so it will be completely compre- 
hensible to every employee. Add graphs 
and charts for graphic demonstration. 
The main thing is to get the message 


add 


across, and frequently. 


On-the-job coffee 
drinking saves the 
traveling time of 
employees who 
must leave the 
office for refresh- 
ments during rest 
periods. 
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New Buildings Proposed for 


White House Offices 


HE PRESIDENT’S Advisory Com- 

mission on Presidential Office Space, 
which was provided for last year by 
an Act of Congress, recently made its 
report to the President. Following are 
some of the observations and the recom- 
mendations made in their report: 

The offices of the President have 
never operated in structures planned, 
designed and constructed to serve their 
own functions. The result is that the 
office facilities of the Chief Executive 
of the United States are outmoded, 
overcrowded, inefficient, and not con- 
sistent with effective and well coordi- 
nated management of the highest office 
of the Executive Branch of the Govern- 
ment. 

The office of the President, taken to 
include the immediate assistants with 
whom he works most intimately and 
their supporting personnel, constitute a 
unit that requires separate consideration 
from other agencies of the entire Execu- 
tive Office. Designated The White 
House Office is the most important seg- 
ment of the Executive Office and the 
one most seriously affected by the over- 
crowded, makeshift conditions that pre- 
vail in the east and west wings of the 
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Executive Mansion, in consequence of 
the need to install more officials and as- 
sistants than the space available can ac- 
commodate. 

The objectives of 
were established as follows: 


the Commission 


1. To propose a solution that would 
satisfy, to the extent presently fore- 
seeable, the needs of the White House 
Office and the other agencies of the 
Executive Office of the President for the 
next 50 years at least. 

2. To disassociate the Executive 
Mansion from the activities of the of- 
fices as far as practicable. 

3. To provide adequate space for the 
White House Office in a structure ap- 
propriately located and designed for the 
purpose. 

4. To provide convenient and ex- 
peditious access from the White House 
to the office. 

5. To provide maximum security and 
privacy to the President and his office. 

6. To provide adequate space and fa- 
cilities for the President, his office staff, 
and persons making calls at the White 
House Office. 

7. To provide a well planned inte- 
grated arrangement for the President’s 
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WHITE HOUSE 


WHITE HOUSE — SJ 


OFFICE BUILDING 


This is the plan favored by the Commission. It provides for a new White House Office 

Building (lower left) connected to the White House by a tunnel. Other units of the 

Executive Office would be housed in a new building (upper left) connected to the White 
House Office Building by tunnel. 
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immediate office, bringing into func- 
tional proximity to the President his 
principal immedate assistants and ad- 
visers, personnel of critical supporting 
services, and other persons regularly re- 
quiring frequent conferences with the 
President. 

8. To provide reserve space sufficient 
to insure adequate housing for probable 
growth of the White House Office in 
terms of new and unforeseen or broad- 
ened responsibilities. 

9. To contribute to the White House 
Office dignity commensurate with the 
importance of the high position of the 
President. 

10. To retain and possibly to en- 
hance the traditional character of the 
White House and its surroundings. 

The space requirements for the en- 
tire Executive Office of the President 
were determined to be: 


The White House Office 150,000 sq. ft. 


White House police and 
others not required to be 
in White House Office 


Building 36,675 sq. ft. 


Assignable outside, con- 
venient to White House 
Office 


Additional allowance for 
service and other em- 
ployees 


176,000 sq. ft. 


37,325 sq. ft. 


400,000 sq. ft. 
The entire Executive Office need not 


be in one structure, in fact it is de- 
sirable for security and efficient oper- 
ation that the White House Office be 
separated from the remainder of the 
Executive Office. It is important how- 
ever, for the White House Office itself 
not to be split into separate parts as it 
is at present. But a building large 
enough to meet even the minimum 
need cannot be built on the existing 
White House Grounds without detri- 
ment to the Executive Mansion. 

The Commission considered seven 
plans and recommended one which 
would provide a new building to house 
only the White House Office on the site 
of the existing Old State, War and Navy 
Building. extend the White House 
Grounds to include the site and build- 
ing, and connect it to the White House 
by tunnel. Other units of the Executive 
Office would be in a building to be con- 


‘structed on the square north of Penn- 


sylvania Ave. and east of 17th St., con- 
nected to the White House Office build- 
ing by tunnel. 

The west wing of the White House 
would then be used as quarters for visit- 
ing dignitaries. It would be necessary to- 
provide temporary office accommoda- 
tions for elements of the White House 
Office, now located in’ the Old State, 
War and Navy Building, after that 
building is torn down and before the 
new office building is completed. The 
cost of this plan is estimated at $32,- 
350,000. 


The President’s Advisory Commission on Presidential Office Space comprised: Robert V. Flem- 
ing, Chairman, Riggs National Bank, Washington; Architect Douglas W. Orr, New Haven; 
Franklin G. Floete, GSA Administrator; Sen. Dennis Chavez of New Mexico and Sen. Roman 
L. Hruska of Nebraska; Rep. Howard W. Smith of Virginia and Rep. J. Harry McGregor of 


Ohio. 
as Secretary, of the Commission. 
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The Internal Audit Is 
Management’s Control Tool 


CLARK L. SIMPSON, C.P.A. 
Controller, Army Audit Agency, 
Washington, D. C. 


UCCESSFUL MANAGEMENT is 
ene important in both govern- 
ment and industry. Today, govern- 
mental agencies more than ever before 
are utilizing qualified professional 
accountants as an aid to management. 
Industry, too, has expanded in recent 
years to a point where the chief execu- 
tive can no longer keep tabs on activities 
of his entire staff. He must have assis- 
tance to determine whether established 
policies and controls are adequate and 
are being followed, whether the records 
and reports reflect the actual results, 
and whether each division is actually 
functioning. Because of the wide gap 
between management and operations, 
another arm is required for assistance— 
the internal audit, often referred to as 
managerial accounting. 

Internal audit is the application of 
seasoned accounting judgment to busi- 
ness facts, making use of skill and 
experience through careful observation. 
The internal auditor must know or soon 
learn, the intricacies of the business 
and this knowledge guides him in his 
evaluations. Generally, like his close 
kin the public accountant, he starts his 
assignment with a systems survey. He 
must determine if the prescribed internal 
controls are adequate and, more im- 
portant, he must ascertain by personal 
examination that controls 
are in effect. Many firms have excellent 


prescribed 
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manuals of procedure which are being 
disregarded. An excellent system is 
installed and, with the passage of time 
and the introduction of new factors, 


the system outmoded. Too 


becomes 


often the system is not reviewed with 
regularity and it is not revised to satisfy 


current needs. 

In the Federal Government, the Con- 
troller General of the United States has 
in recent years thrown to the various 
agencies, the responsibility for proper 
accounting and for acceptable account- 
ing systems. In a release headed “The 
Role of Accounting in Management,” 
addressed to the Heads of all Depart- 
ments and Establishments, the Con- 
troller General stated: “The head of 
each agency is responsible under the 
law for the accounting methods followed 
within his organization. Although he 
ordinarily delegates this authority and 
assigns full responsibility for accounting 
to a professionally qualified subordin- 
ate, the ultimate responsibility remains 
in his hands. He should personally 
participate from time to time in formu- 
lating accounting policies and in re- 
viewing the effectiveness of the results 
produced by the accounting processes. 
Such a relationship is the best assurance 
that accounting will continue to give 
full recognition to management needs 
and will always be correlated with as- 
signments of responsibility within the 
agency. At the same time, the adminis- 
trator should satisfy himself that accep- 
table accounting standards applicable to 
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Here it comes! . . . the barrage of questions that only the figure 
facts (up to the minute and accurate) can answer. Burroughs 
Sensimatic gives you a comprehensive, consolidated picture of all 
your firm’s activities at all times—real Management Control! 


All the facts and ail the figures about your business. 
These you must have, day in, day out. For they deter- 
mine the decisions—momentous and policy-establish- 
ing decisions—that management is called on to make. 

Burroughs Sensimatic accounting machines are 
specifically engineered to provide you with a sweep- 
ing, consolidated picture of your true business condi- 
tion. On receivables, for example. On production. On 
sales and inventory. Payroll. Disbursements. (To do 
so accurately, too—and right now.) 

Certainly you'll find the Burroughs Sensimatic—with 
its emphasis on Management Control—worth inves- 
tigating. Just call our nearest branch office. Or write to 
Burroughs Division, Burroughs Corp., Detroit 32, Mich. 


For More Information Circle No. 207 


Burroughs Sensimatic oma 


“Burroughs” and ‘“Sensimatic’’—'T'Ms, 


his operations, based on the best pro- 
fessional practices and the standards 
supplied by the Controller General, are 
being observed. To this end it is essen- 
tial that the accounting viewpoint be 
represented in the establishment of 
general policies of the organization and 
other top management decisions. 

“Internal controls essential to good 
management—to which accounting can 
so. effectively contribute—require a 
carefully planned organizational struc- 
ture, well defined operating policies and 
procedures, clear delegations of duties 
to subordinates, competent personnel, 
and a strong internal audit program. 

A broadly constituted internal audit 
program provides the administrator and 
his subordinates not only with the 
auditor's findings on financial trans- 
actions but also with objective views of 
the manner in which policies and pro- 
cedures, their nature, have 
been carried out along with recommen- 
dations for improvements. Prompt 
action on such reports is, of course, a 
necessary step in the functioning of the 
system of internal control.” 

The effectiveness of the moderniza- 
tion program instituted by the Govern- 
ment controller is apparent through- 
out government today. Professionally 
trained accountants are serving as con- 
trollers, chief accountants and internal 
auditors. Experts from industry have 
been called in to assist in installing and 
organizing internal audit divisions. 
Victor Brink, pioneer in the field of 
internal auditing, was one consultant 
who assisted the Government in its entry 
into management accounting. Mr. 
Brink is now an operating official of 
Ford Motor Co., but to thousands of 


whatever 
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business majors, he will always rep- 
resent Mr. Internal Auditor. 

Speaking before a financial manage- 
ment roundtable in Washington, the 
director of audits of the General Ac- 
counting Office referred to internal 
auditing as of the utmost importance and 
an essential element in the manage- 
ment of Government operations. He 
indicated that over two dozen agencies 
had at that time already initiated some 
sort of internal audit program and that 
there was an increasing awareness on 
the part of top agency management of 
the inadequacies to provide needed safe- 
guards for control of expenditures, re- 
ceipts, reserves and assets of all oper- 
ating levels. 

In a report to Congress rélating to 
one agency, the General Accounting 
Office cited the following as essential 
elements for the proper development 
of an effective internal audit organiza- 
tion: 

1. Understanding and acceptance by 
agency management of a sound concept 
of internal control of its activities. 

2. Development of an effective sys- 
tem of management control. 

3. Recognition of the proper place 
of internal auditing as an integral part 
of the whole system of management 
control. 

4. Development of an effective pro- 
gram of internal audit. 

5. Development of a strong effective 
internal audit organization staffed with 
adequate numbers of qualified people 
capable of performing a well conceived 
audit function. 

Interest in internal auditing was 
given a push forward by recommenda- 
tion No. 25 of the Hoover Commission 
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...1T PAYS TO COMPARE COSTS BEFORE 
YOU BUY ANY MAIL INSERTING MACHINE 





YOU PAY LESS when you invest in a Cummington . . . the 
lowest priced automatic mail inserter on the market! 


YOU CAN SAVE 6 out of every 8 hours now spent on mail- 
ings. A Cummington does the work 
of 7 people. 


Available in one to six stations to fit 
your needs. 


Learn more about this 
money-saving machine 
now. Write today for CUMMINGTON 
Bulletin O4 . _ MODEL 44 


FOUR STATIONS 


INSERTING MACHINES + COLLATING MACHINES 
718 Beacon Street, Boston 15, Massachusetts 


For More Information Circle No. 294 





SACOM REE eee Ce 


Now BIG Business Bookkeeping at a SMALL Business Price! 


With its stunning new President model, Monroe introduces more than a new accounting machine... 


Monroe establishes an entirely new ratio between what you pay and what you get in machine 
accounting. Now, for the first time, any business can enjoy all the benefits of big business 
bookkeeping at a price actually hundreds of dollars less than before! And job changing flexibility is 
built right into every model in the President line. With the flick of a knob accounts receivable, 
payroll, cost control, accounts payable... all become mechanized operations. Look at the 

price tag on this machine. Then put your own price tag on what machine 

accounting can do for you. Speed receivables by getting statements Pe 

out faster. Build prestige with neat looking records. Put credit data at oe 

your fingertips. Control your 


work so it flows easily and See the MAN from M NR E 


always accurately. Write or 
. fer CALCULATING 


telephone Monroe Calculating Machine Company, Inc. ADDING 
. > , Lor ACCOUNTING 
General offices: Orange, N. J. Offices throughout the world. DATA PROCESSING MACHINES 


For More Information Circle No. 208 
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which suggested: “That the Bureau of 
the Budget and the General Accounting 
Office be requested to make an intensive 
study to determine the adequacy of 
internal auditing in Government agen- 
cies and what steps should be taken to 
improve it.” 

Despite the widespread interest in 
internal auditing, sufficient classroom 
training in the subject is lacking. Basic- 
ally, internal auditing relies on the same 
principles of accounting, the same 
auditing concepts which mark all 
academic training in the field. Yet most 
audit courses aim at preparing the stu- 
dent for public accounting (CPA work) 
or for accounting positions in industry 
(original records and reports as con- 
trasted with internal auditing). Recent- 
ly, Dr. Nathan Baily, Dean of the 
School of Business Administration of 
American University, discussed this sit- 
uation with representatives of some of 
the national accounting associations and 
indicated a determination to enter this 
field. American University is offering a 
16-week seminar in internal auditing. 
Admission requires previous courses in 
accounting, auditing and business ad- 
ministration. This seminar consists pri- 
marily of case material (interspersed 
with applicable short lectures) with live 
cases being utilized. Cases are selected 
from industrial and commercial audits 
and from experiences of seven govern- 
mental internal audit divisions. Situ- 
ations are presented and _ judicially 
analyzed by the participants. For ex- 
ample, a newspaper story cited the fol- 
lowing: 

A restaurant, which is owned by one 
of the chains, had a sharp fall off in 
sales recently and the chain sent in, 
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first, a team of efficiency experts and, 
later, some private eyes to find out what 
was happening. 

“No cheating,” reported both the ef- 
ficiency men and the secret cops. “We 
watched all four cash registers and 
everything was being rung up.” 

Back at the home office there was 
some immediate screaming. Seems that 
the restaurant was only supposed to 
have three cash registers. The manager 
and headwaiter had installed a register 
of their own. 

Live problems “settled in the semi- 
nar” included: (1) the excessive inven- 
tory in a Government storeroom and 
the establishment of ceilings on quan- 
tities; (2) elimination of a fleet of auto- 
mobiles in an industrial firm when use 
and cost records brought out that use of 
taxicabs would be as satisfactory and 
save $1,000 per month; (3) establish- 
ment of cash control in a small hotel 
where economy prevented an elaborate 
setup; (4) eliminating gasoline losses 
from bulk tanks used for a company’s 
delivery trucks through establishment of 
cross-checks; (5) systematizing pur- 
chasing procedure in a grain warehouse 
to eliminate favoritism and _ possible 
fraud. In some cases, solutions devel- 
oped in this seminar were improvements 
over those originally used. 

Very few mathematical calculations 
are required in this work. It is primarily 
analyzing a problem, and judiciously 
making recommendations for revisions 
to correct it and establish controls to 
avoid similar conditions in the future. 
It is not sufficient to point out that rules 
or regulations have been violated. Was 
there damage done by such violation? 
What is the remedy and preventative? 


’ 
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Many retired persons in their mid-sixties are unhappy. 


Retirement: Great or Grating? 


ANDREW J. DALTON JR., Acme Consulting Service, Kansas City, Mo. 


ET US BEGIN by accepting the 
L premise that compulsory retire- 
ment plans were introduced into the 
American working scene in the best of 
good faith. The question remains: Are 
they working out that way, as a benefit 


to both employer and employee? 


Our observation, after familiarizing 
ourselves with the operation of a num- 
ber of compulsory retirement plans and 
after interviewing many people in their 
mid-sixties who have entered upon this 
mandatory “retired” state of life, is that 
their feelings appear to be unhappiness. 

Why should this be? There are sev- 
eral facets to the explanation: 

To grow old, or to be told that you 
have grown old, is seldom an exhilarat- 
ing experience. It usually comes as a 
shock, even when we have been gradu- 
ally acclimated to it by groups of well 
trained young men and women who, 
supposedly, are capable of giving us a 
benign “brain-washing” in this matter. 
They try hard, many of them deserve 


an “E” for effort, but few of their sub- 
jects feel that the pill of mandatory re- 
tirement is any less bitter. 

After you have given the lion’s share 
of your productive years to an em- 
ployer, it is hard to avoid a reaction 
of shock when, upon reaching an arbi- 
trarily set retirement age, usually 65, 
you are bid a fond farewell, banquet, 
hard-rolls, and all, and presented a 
watch by the chairman of the board 
age 70! This could well cause the union 
boys to prick up their ears when, in 
their language, the dues paying member 
the ash-heap” at age 65, 
whereas the top executive, with a much 
more demanding position than the re- 
tiring employee held (as their pay- 
checks will attest), continues on for any 


“goes on 


number of additional years. 

So much for the emotional impact 
of compulsory retirement. What about 
the financial aspects of the typical com- 
pulsory retirement plan? Obviously, an 
employer cannot can he 


afford, nor 
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f“, “All our girls are 
crazy about it! 


... Says one Tickometer user 


And why not? It frees girls from dull, mechanical, repetitive 
work—is a tremendous time saver for any office 


e The Tickometer can mark, stamp, date, cancel or 
code up to 1,000 pieces a minute—checks, cards, sales 
and production slips, tags, tickets, etc. Codes labels for 
product and distribution controls. Can be equipped to 
sign checks, and has innumerable applications. 

e It also counts so accurately that banks use it to count 
currency. It can be set for predetermined counts, or to 
register partial amounts or totals. It optionally does 
consecutive numbering. 

e It feeds automatically, stops for faulty items. Easy 
to set, and easy to operate, without skill or previous 
experience. Pays for itself in time saved, extra efficiency, 
convenience, in any office—even when used infrequently. 
You can rent or buy one. Pitney-Bowes has 302 service 
points, including 103 branch offices coast-to-coast. 

e The nearest PB office will show you what a 
Tickometer can do in your office. Or send the coupon 
for free illustrated booklet and case studies. 


Pitney-Bowes Prtney-Bowes, INc. 


3431 Walnut Street 


TICKOMETER 1 sn 


Send free Tickometer booklet & 


Counting & Imprinting Machine 
Made by the originator of the postage meter . Name 


branch offices in 103 cities in U.S. and Canada Adiiress 
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rightly be expected to pay a retired 
employee the same that was 
earned during employment. Most of 
the compulsory retirement plan yields, 
with which we have come in contact, 
provide a bare subsistence, and that 
only when the pension was added to 
social security payments. It seems 
justifiable that some avenues should be 
explored, even at somewhat additional 
expense, to see if a higher pension pay- 
ment cannot It should 


wage 


be arrived at. 


be time exceedingly well spent for man- 


agement, and its actuarial consultants, 
to explore the possibilities of this 
thoroughly and sincerely. 

How about the physical effects of 
retirement? It would be interesting to 
study the case history of, say, a thou- 
sand men under compulsory retirement. 
Of these men, consider the percentage 
of those forced to retire who do not live 
a decade under retirement! The results 
we expect to find might suggest that 
these men were retired because to have 
kept them on the payroll for another 
decade, or portion thereof, would have 
exposed the employer, and his under- 
writer, to almost certain sickness and/or 
death claims, which were avoided by 
forcing the employee to retire. Based 
on case histories of our knowledge, this 
reasoning is palpably specious, and 
smacks of considering effect instead of 
cause. How many of these men would 
have lived that decade if there 
some regular pattern of mind-occupy- 
ing activity, such as a job, open to 
them? 

We have always subscribed to the 
proverb, “It is better to light a candle 
than to curse the darkness.” So, here 
is what we consider a successful al- 


was 
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ternative to compulsory retirement. Let 
employers adopt a policy something 
like this, to be explained to employees 
at time of employment: 

Every employee, no exceptions, upon 
reaching a predetermined age, say 65, 
will be given a thorough mental and 
physical examination at company ex- 
pense. Why at company expense? What 
better way to show company apprecia- 
tion to an employee who has grown 
“old” in the service? It is understood 
and agreed to beforehand, by both em- 
ployer and employee, that both parties 
will be bound by these findings, as is 
customary in an arbitration award. 
Should the finding go against the em- 
ployee, and he is forced to retire, at 
least he has tangible evidence that there 
is reasonable doubt that he can con- 
tinue to hold down his job with 100% 
effectiveness. That is something he does 
not have under most compulsory retire- 
ment plans today. 

Furthermore, should the decision go 
against him and he is forced to retire, 
at least he has been given, at company 
expense, some warning about his men- 
tal or physical health, and can be 
guided accordingly. These are warning 
signals he would probably not uncover 
if left to his own devices and at his own 
expense. 
the employee, recommending additional 
years of employment, the company will 
have the additional loyal, experienced 
efforts of an employee who has proved 
his mettle many times. And the em- 
ployee will continue to get the mental 
and financial uplift that can come from 
continued employment. Too often, 
both employer and employee lose out 
on both counts today! 


If the finding is in favor of 
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The new Copy-Craft embodies long awaited improvements in 
design and operation that make it the simplest and fastest photo- 
copier yet. It retains clean-cut functional lines and fine precision 
workmanship. 

So fast ...a letter size sheet can pass through this machine in 
9 seconds! It works with papers of all speeds (any brand) under 
any lighting conditions. A switch provides a light source with 
two entirely different strengths and a dial permits a substantial 
variation of either of these two primary light sources. A new light- 
ing principle in the printing section assures perfect exposures for 
copies up to 15” wide by any length. The developing tray slips 
out for convenient filling and cleaning. 

The new Copy-Craft with its many outstanding features can 
take the guess work out of your photocopying. 


for details write 


COPY-CRAFT inc. 105 cuamsers sTREET, NEW YORK 7, N.Y. « Barclay 7-4150 


CARBON PAPER AND RIBBONS * DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES AND SUPPLIES 











For More Information Circle No. 354 


THe Orrice—September, 1957 95 





NSOEA Convention 
and Exhibit Opens in 
Chicago, Sept. 28 


Elmer Rahe 


William R. Di 


ehl 


DVANCE REGISTRATIONS are 
tabi ahead of last year for the 
annual convention and exhibit of the 
National Stationery & Office Equipment 
Association at the Conrad Hilton Hotel, 
Chicago, Sept. 28 through Oct. 2. 

As always, the big event will be the 
biggest of its kind in the nation. This is 
the annual NSOEA exhibit of office 
supplies, equipment, furniture, machines 
and stationery items. The exhibit area 
will comprise four full acres of space 
and include over 400 exhibitors. Ex- 
hibits will open at noon on Saturday, 
Sept. 28, and remain open daily until 
Oct. 2. 

The convention’s theme, “Keys to 
Business Success’, will be keynoted at 
the opening session by Leonard B. 
Wilcox, president of NSOEA. This will 
be followed by a presentation of facts, 
figures and case histories, including a 
preview of survey results for 1956, all 
being material which has never before 
been published. Mayor H. Roe Bartle 
of Kansas City, Mo., will deliver a 
dynamic talk on Monday afternoon, 
Sept. 30. 

The three divisions of NSOEA will 
hold their separate, concurrent meetings 
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NSOEA CONVENTION PROGRAM 


SATURDAY AFTERNOON, SEPTEMBER 28 
Exhibits open from Noon to 9 p.m. 


SUNDAY MORNING, SEPTEMBER 29 
NON-DENOMINATIONAL SERVICES conducted by NSOEA members. 


SUNDAY AFTERNOON, SEPTEMBER 29 
Exhibits open from | to 9 p.m. 


MONDAY MORNING, SEPTEMBER 30 ‘ 

HOW TO MAKE A BUSINESS GROW: Leonarp B. Wiicox, NSOEA 
President, Roberts Printing & Stationery Co., Hutchinson, Kans. 

SPECTACULAR PRESENTATION of findings by NSOEA Research Con- 
sultants: PauL E. BURBANK, NSOEA Executive Vice President. 

MONDAY AFTERNOON, SEPTEMBER 30 

STAND UP AND BE COUNTED: Hon. H. Roe BarTLe, Mayor of 
Kansas City, Mo. 

Exhibits open from 2 to 9 p.m. 


FUESDAY MORNING, OCTOBER I 
MANUFACTURERS DIVISION—MEASURING SALES PERFORM- 


ANCE: ELMER G. RAHE, Vice President-Sales, Globe-Wernicke Co. 
MERCHANDISING NSOEA SERVICES: NorMaAN L. HANNA, Saies 
and Advertising Manager, Philip Hano Co. 

RETAILERS DIVISION—THIS I HAVE LEARNED: Frep E. PFrarr, 
Vice President-Sales, Duke, Inc., Wichita, Kans. 

FIELD DIVISION—JouN B. Dwyer presiding. 

TUESDAY AFTERNOON, OCTOBER I 

QUARTERBACKING THE SALES TEAM: Frep SmitH, Management 
Consultant. ’ 

OFFICE AUTOMATION TODAY AND TOMORROW: Everett S. 
CALHOUN, Stanford Research Institute, Menlo Park, Calif. 

INTERURBIA: A 50-minute film by J. Walter Thompson Co. 

Exhibits open from 5 to 9 p.m. 

TUESDAY EVENING, OCTOBER 1 

VARIETY SHOW AND DANCE. 


WEDNESDAY MORNING, OCTOBER 2 

WINNING SALES AND GOOD WILL WITH BETTER COMMUNICA- 
TIONS: CHARLES Bury, Charles Bury & Associates. 

YOU ARE THE ANSWER: GLENN FOUCHE, Vice President, Parade Pub- 
lications. 

Exhibits open from Noon to 5 p.m. 
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Mayor H. Roe 


Bartle 


Charles 


Bury 


Everett S. Calhoun 


fe 


Fred Smith 


on Tuesday morning, Oct. 1. Each 
session will include a discussion period 
and new division officers will be elected. 

[he guest speaker at the luncheon on 
Tuesday will be Fred Smith, manage- 
ment consultant, who is no newcomer 
to NSOEA conventions. He is a natural- 
born salesman and popular lecturer who 
emphasizes organizational development 
and motivation. That same afternoon, 


registrants will learn of the practical 


applications of automation in offices 
from Everett S. Calhoun, an authority 
who knows the stationery and office 
equipment business. Mr. Calhoun is 
coordinator of office automation re- 
search at Stanford Research Institute. 

[he association has been fortunate to 
secure the privilege of showing the 
50-minute film, “Interurbia,” presented 
by J. Walter Thompson Co. It is said 
demands for this film are so great that 
requests for its use have been placed on 
a highly selective basis. 

The annual entertainment and dance 
will be held Tuesday evening beginning 
at 9 p.m. in the Conrad Hilton’s grand 
ballroom. Outstanding talent will be 
seen in a Merriel Abbott variety show 
which will be followed by dancing to 
Norman Krone’s orchestra. 

Two guest speakers will appear at 
the convention’s closing session on 
Wednesday morning, Oct. 2. Charles 
Bury, who has appeared before Sales 
Executives Clubs 150 times, will demon- 
strate the use of sales communications 
to obtain positive results. Glenn Fouche, 
chairman of the National Sales Ex- 
ecutives and a lecturer on salesmanship, 
distribution and marketing, will be the 
final speaker. 

The annual banquet and dance will 
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Important 


correspondence 


makes the 


BEST 


IMPRESSION 
when typed with 


Webster Durametric 
Multikopy* 


Webster's exclusive numbered margin gives complete \ 4 
control...prevents running over...insures a neat, 
well-spaced letter...saves costly retyping. The un- 
coated scale edge makes for cleaner carbon handling, 
too. It's made of the finest materials for consistent 
performance...for more wear...for more economy. 
Durametric stays flat even in extreme temperatures. 
There's a weight, finish and intensity for every of- 
fice need. 


Free sample. Write on your office letterhead, specify 
make of typewriter and number of carbons usually 
required. 


Make it clear 


you want WEBSTER’S 


at leading stationers everywhere 


F. S. Webster Co., 8 Amherst St., Cambridge 42, Mass. 
For More Information Circle No. 201 
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Paul E. Burbank Glenn Fouche 


commence at 7:30 p.m. in the grand 
Oct. 2. The 
associations awards will be presented at 
that time. In addition to this event and 
the Tuesday night 


ballroom on numerous 


show, there are 


several features on the program for the 
ladies, commencing with a get-together 
tea on Sunday afternoon and including 


a bingo party, ice show and demonstra- 
tion of flower arrangement. 

There is always much of value to be 
gained by attend an 
NSOEA convention this 
promises to be better than ever. Those 


retailers who 


and year s 
industry members who are not members 
of NSOEA still have time to join up and 
attend this convention. Full information 
can writing the National 
Stationery & Office Equipment Assn.., 
740 Investment Building, Washington 
ay Ee 


be had by 





10-Key Telephone 


I THE National Business Show, 
the New York Telephone Co. ex- 
hibited a proposed push - button tele- 
phone (see illustration) with the num- 


bers arranged as follows: 


Model of a proposed push-button tele- 
phone. 


100 


Erik A. Ohlsson, president of Facit. 
Inc., reasons that the numbers should 


be like this: 


Biggest selling office machines, next 
to typewriters, are adding machines, the 
majority of which are now 10-key mod- 
els. Their keyboards are familiar to 
many millions of adding machine users 
and Mr. Ohlsson believes this so-called 
Keyboard (named after its 
originator of 40 years ago), which was 


Sunstrand 


designed for touch operation, would be 
more efficient. 
better for use on phones in offices. If 
the push-button telephone were 
adopted with a keyboard as shown on 
the exhibit much 
might result. 


Certainly it would be 
ever 


model, confusion 
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No tiie No Strain — Record Keeping 


H¢ ORM S 


ON HAMMERMILL PAPER 


Made only by National Blank Book Company 





HOLYOKE, MASSACHUSETTS 
MAKERS OF LOOSELEAF, BOUND BOOKS AND VISIBLE RECORDS FOR 113 YEARS. 
AVAILABLE AT OVER 4000 NATIONAL BLANK BOOK DEALERS. 


For More Information Circle No. 426 


NATIONAL 
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Computer Does 
Pabst’s Sales 
Accounting 


MURRAY F. HEPPLE 


General Office Manager, 
Pabst Brewing Co., Chicago 


E. B. Thornton (above left), Pabst secre- 
tary-treasurer, and the author. At right, 
the Univac in Pabst’s Chicago office. 


N OUR CHICAGO OFFICE, we 

have been fortunate in being able to 
project the scope automation beyond the 
normal range of usefulness. In effect, 
we are covering more than 100% of a 
vital aspect of company affairs-—sales 
and distribution—in our computer pro- 
cessing center. 

Normally, the sales function would 
begin with the creation of an order, and 
the expected end result of procedures 
in this area would be a post-distribution 
sales analysis. Pabst’s automated sys- 
tem, however, goes beyond this point to 
include a production scheduling pro- 
gram which plays a dual role as the 


102 


end-product following distribution and 
preparatory effort preceding ordering 
procedures. Thus, the system is respon- 
sible for than the whole 
distribution cycle. 

The key device on which we have 
based this program is the Remington 
Rand Univac 120 punched card elec- 
tronic computer, which provides us with 
the invaluable combination of greater 
productivity and a high standard of accu- 
racy in data processing. The computer 
is supplemented in our Univac proces- 
sing center by a complete installation of 
punched card equipment including Card- 
o-Matic punches for the preparation of 


more sales 
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WONDERFUL TIME-SAVER 


for users of 


ADDRESSOGRAPH 


equipment! 


* 
INDEX CARDS IN ROLLS 
for ADDRESSOGRAPH FRAMES 
(LIKE THEATRE TICKETS) 


SAVE TIME 7 WAYS! 


They're called QUIK-KARDS® 


Save time in your Addressegraph De- 
partment. Use Quik-Kards. Thousands 
of firms do. Although a relatively new 
idea, over thirty million Quik-Kards 
have already been sold. 

Quik-Kards save time 7 ways. 
lister to set up. (2) Card cutter and 
cutting operation entirely eliminated. 
Quik-Kards are torn apart at the per- 
foration after they are inserted into 
frames. (3) You do not fumble with 
tiny, cut cards. No need to pick up the 
next card from the table because, with 
Quik-Kards, the next card is already in 
your hand. (4) Quik-Kards never get 
out of order. (5) You do not have to 
check embossed plate against cards to 


(1) No 


pair them up. (6) Plates do not get 
misfiled with wrong card. (7) Quik- 
Kards are precision-made. Plate jams 
in your Addressograph machine, caused 
by imperfectly-cut cards, are entirely 
eliminated. 

Most firms feed Quik-Kards manually 
in their Addressograph machines. The 
speed of Quik-Kards is built in. An auto- 
matic Feeder attachment for your Ad- 
dressograph is available, however, for 
those who use large quantities. Ask for 
details about the Quik-Kard Feeder. 

One of the nicest things that can hap- 
pen in your Addressograph Department 
is for you to start using Quik-Kards 
now. 


SPECIAL TRIAL OFFER 


Send your name on your firm's letterhead and one 
sample of the index card you now use, to show size, 
We will send you on 30-day approval the roll- 
holder-dispenser shown above and | roll (1,000) of 


appropriate size Quik-Kards, TRY Quik-Kards. If not 
entirely pleased, return the roll] holder for full 
credit, The roll of Quik-Kards is yours to keep, in 
any event, on a no-charge basis. 


ADDRESSING MACHINE CO. OF CALIFORNIA 


667 MISSION ST., SAN FRANCISCO 5 
YUKON 2-2130 


ROOM as 103 PARK AVE., NEW YORK 17 
URRAY HILL 3-5454 





DEALERS 6are now selling this and our other products on an exclusive, profitable basis 


in the following marketing areas: 


Atlanta, Georgia; 
Kansas City, Missouri; Long Beach, California; Newark, New Jersey; 
Portland, Oregon; St. Louis, Missouri and Seattle, 


Dallas, Des Moines, lowa;: 


New York, N. Y.; 


Washington. Inquiries are invited from 


Texas; 


other dealers experienced with Addressograph equipment. 





®QUIK-KARD IS A TRADE MARK REGISTERED IN THE U. S. PATENT OFFICE 
For More Information Circle No. 286 





Here’s how 3M Plates 


BRAND 


and give quality that pays 


‘ 
FIXED % V 


plate cost 1% ‘material costs S4% 


Here’s a hard and fast fact: Waste minutes in makeready and 
press time or turn out poor quality work . . . and your 
profits go skidding downward. The plate makes a world of 
difference .. . and it’s all a matter of time! 


Although 3M Plates cost less than 1% of the total job, they 
can save many times their cost. 3M Plates can make the 
difference between profit and loss, such as: perfectly consistent 
exposure and development e faster, surer makeready from 
completely standard 3M Plates e ink-water balance easier to 
get and maintain e eliminates gumming for short press 

stops ¢ no downtime from scumming e cleaner, sharper 
reproduction—less paper throw-aways. 


And, what is quality worth? You know the answer—it’s the 
difference between a worthy representative of your firm and a 
second-rate one—or, additional business and lost business. 
Remember, only a perfectly-smooth plate can reproduce 

everything in the original negative faithfully. 


For More Information Circle No. 265 





cut variable time costs 
on your duplicator press 





AV ABLI 


time costs @& 5% 


shay cee 


s 


This is the important area 
where 3M Plates save you money 


Ask your 3M Plate representative for proof that 3M Plates 


Save you money and step up quality. Circle 
No. 265 


* Average time-materials ratio determined by independent industry survey. 


3M Photo Offset Plates 


enooucr Qn 
"3M" is a registered eradhiceark of Minnesota Mining and Manufacturing Co., St. Paul 6, Minnesota 
General Export: 99 Park Avenue, New York 16, N.Y. In Canada: P. O. Box 757, London, Ontario. 
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cards and alphabetic tabulators for 
preparation of shipping and _ invoice 
forms and reports. 

We regard the Card-o-Matic as the 
left arm of the computer and the tabula- 
tor as its right arm. Together with a 
leased wire system, this equipment 
links together Pabst’s plants in Newark, 
Peoria and Milwaukee, and the Chicago 
office. Within the processing center, we 
thus are able to handle the full comple- 
ment of sales distribution functions for 
all plants. These functions range from a 
simultaneous writing of customer ac- 
knowledgement, factory shipping requi- 
sition and bills of lading, to the prepara- 
tion and dispatch of invoices. 

As we have noted, the center goes 
beyond this to gather and prepare data 
used in the scheduling of production 
facilities and as a guide for ordering 
supplies such as bottle crowns, labels, 
cans, non-return bottles, state tax lids 
and crown stamps. 

In addition, the capacity of our com- 
puter is such that in its single-shift 
operation we also are able to perform 
other important operations with the 
equipment. Among these are a complete 


Four drawers of pre-punched master cards 
cover the variety of styles and sizes car- 
ried by 850 Pabst distributors. 
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sales accounting program for each of 
three plants in the system, a payroll 
accounting program for some 400 sales 
and office personnel, and full account- 
ing, budget and inventory control of 
Pabst’s point-of-sale advertising mater- 
ials. 

If they were not such an important 
part of our company’s operation, the 
long roster of reports which the proc- 
essing center produces might be called 
by-products of the other machine func- 
tions. As it is, these reports are very 
nearly as valuable as the direct services 
rendered by the automated system. An 
excellent example of a most valuable 
report is the Order Status Report. This 
is issued every other day during the 
interval of approximately two weeks 
between receipt of an order and its 
shipment. The report provides an up-to- 
the-minute comparison between orders 
as they stand and the sales estimate for 
each of 15 geographical divisions. Sales 
management uses this report as_ its 
yardstick in the determination of which 
sales areas must be boosted, and by how 
much, at any given time. 


Perhaps the most important manage- 
ment report is contained in the complex 
sales analysis in which 15 different re- 
ports are consolidated into three basic 
reports: overall national sales, district- 
division and customer-district. There is 
a comparative version of each report, 
detailing sales for the previous month 
and year to date by each type of pack- 
age. There also are organizational and 
qualitative versions of these reports. 

All are of immense value to manage- 
ment, which is interested particularly 
in the national and district-division re- 
ports. The customer-district report re- 
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PHOTOS TAT® has these answers to small 3 


or medium-sized office copying problems 


PHOTOSTAT 
INSTANT 
COPIER 


@ Makes copies ready for immediate use. 


@ Makes 3 or more black-on-white copies up 
to 842” x 14” in one minute on plain paper. 
With an adaptor, paper plates for offset 
printing may be made quickly and 
economically. 

Takes up ee: than two square feet on desk 
or table . . . or stand can be furnished. 

Can be weed under normal office lighting by 
anyone at any time. 


Is unequalled in flexibility and versatility. 


Today ... more than ever before... . 
PHOTOSTAT CORPORATION stands 
ready to serve you with photographic 
copying apparatus and material of the 
very highest quality. From the small In- 
stant Copier to the large, completely auto- 
matic continuous models, you can be 
properly equipped to handle your particu- 


PHOTOGRAPHIC 
COPYING EQUIPMENT 
APPARATUS 
ACCESSORIES 
PAPER 
DEVELOPER 

FOCHESTI®. NEW TORK FIXER 


PHOTO STAT 


PHOTOSTAT CORPORATION 


Occupies same floor space as the average’ 
office desk, 48” x 52”, height 52”. 


Comes complete with lens and prism, lamps, 
developing and fixing apparatus. 


Copies at original size subjects up to 84/2” 
x 11”... or reduces from originals as 
large as 14” x 18”. 


Bookholder, Solenoid Shutter Control and 
Deep Dark Box available as extra 
equipment. 


May be easily operated by office personnel 
and under normal office lighting. 


PHOTOSTAT 
MODEL 
JUNIOR 


lar needs most efficiently and economical- 
ly with the same permanent, errorless 
copies erasure-proof, water-proof, 
and fraud-proof ... that set the standard 
of good photographic copying the world 
over. You will be amply repaid if you 
get full details before purchasing any 
office photocopying equipment. 


PHOTOSTAT is the registered trade- 
mark of PHOTOSTAT CORPORATION 


PHOTOSTAT CORPORATION 
P. O. Box 1970-G, Rochester 3, New York 


For More Information Circle No. 236 
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ceives wide distribution, being printed 
by the tabulator on hectograph masters 
from which 1,600 copies are duplicated 
for dispersal throughout the company. 

There are many other reports in 
addition to those mentioned, and their 
number testifies to the complexity of the 
operation in which we are involved. 
From the tiny hilltop brewery in which 
Jacob Best in 1844 began the small busi- 
ness that was to become the Pabst 
Brewing Co., a giant has grown. With 
a west coast brewery supplementing the 
three in our system, the shipment of 
Pabst Blue Ribbon beer and ale requires 
the use of more than 100,000 railroad 
cars and trucks each year. From 
175,000 acres of the nation’s finest 
farmland comes the grain that is turned 
into a brew which goes into more than 
200 different types of packages before it 
reaches the customer. This variety of 


packaging is necessitated by legal re- 
quirements of the various states, and 
is one of the complicating factors in the 
sales-distributing picture. 


Still another such factor has been 
growth. In recent months, Pabst has 
added three brands to help double the 
size of its product line. During this 
process, there has been a change in every 
price with which we deal. We estimate 
these things have made the business four 
times as complex as it was when the 
processing center was established. 

Under the manual system of handling 
our data, we feel that we would have 
had to add several more people than we 
had just to keep functioning. Yet, the 
processing center has enabled us to 
handle the greatly increased workload 
—which could reach a peak rate of 
nearly 8,000 orders a month on occasion 
—without falling behind schedule or in- 
creasing our work force. In fact, we 
have been able to transfer one employee 
to another department since the com- 
puter has been handling the 
increasing order volume. 

Pabst orders, which arrive at the 
Chicago processing center at the rate of 
some 4,000 a month during normal 


ever- 


The Univac 120 
(in background) in 
Pabst’s data proc- 
essing center. Only 
two full-time ma- 
chine operators 
plus a  Card-O- 
Matic punch are 
needed for order- 
invoice duties. By 
hand it required 1¢- 
or 12 more work- 
ers, and sales vol- 
ume was much 
lower than at pres- 
ent. 
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ONE YEAR’S DICTATION 


FREE! 


PLUS UNCONDITIONAL GUARANTEE* WITH THE 


REX RECORDER TN3! 


COSTS LESS TO BUY...COSTS LESS TO OPERATE 


MAKE US PROVE IT! 


The Rex Recorder is the world's outstanding dictating 
machine. Not only does it cost less to purchase, but it 
costs less to operate AND it is the only dictating 
machine that is unconditionally guaranteed for one full 
year. Compact, light weight and trouble-free, it is both 
a dictation and transcribing unit . . . one machine does 
everything. One Rex Recorder disc can be used over 
and over again because it is magnetic. Simply wipe off 
with the miracle magic eraser. No stylus (needle) 
to wear out or cause ‘record scratch,"" you get high 
fidelity reproduction all the time and every time. Its 
error free dictation results in lowest transcription costs. 
Tris the most versatile, most useful and least expensive 
dictating machine. MAKE US PROVE IT! TRY THE REX 
RECORDER—IiN YOUR OWN OFFICE FREE OF CHARGE 
AND WITHOUT OBLIGATION — YOU BE THE JUDGE! 


*There is no charge for labor or parts during first year 
—check this against other guarantees before you buy. 





OO 
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CLIP YOUR CARD OR LETTER- 
HEAD TO THIS COUPON FOR 


INFORMATION ABOUT YOUR 
FREE year’s pictation. 


You'll be delighted with the dollar savings 
Seven years of Rex Recorder use by leading 
F American Companies proves that its real cost 
Distributed and Backed by is lowest on the market. American Dictating ¢ 
the prestige and reputation of the Machine Co., 65 Madison Avenue, N. Y. 16. —= 
American Dictating Machine Co. “ 
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ordering periods, are written in the field 
at our division offices and mailed to the 
center. There, a complete master card 
file, compact enough to be contained 
in only four drawers, holds dealer 
master cards covering each of our more 
than 850 distributors and product mas- 
ter cards for each distributor contain 
pre-punched data on federal and state 
requirements and tax 
locality. 

When an order arrives, the appro- 
priate master cards are pulled and in- 
serted in the Card-o-Matic to reproduce 
all fixed data, and variable information 
is entered by the operator. The machine 
thus produces a working deck of order 
cards which can be used for order proc- 
essing while the master cards are re- 
turned to the file. 

The true value of our electronic 
processing of data is evident in a brief 


rates for his 


perusal of what the computer accom- 
plishes when the order decks are proc- 


essed through it in the first pass. 
Handling eight orders a minute, the 
computer: 

Computes the total dollar value for 
the order, by package. Converts the 
order quantity to barrelage for statis- 
tical purposes (this is a difficult calcula- 
tion involving computation of the num- 
ber of ounces in a package, factoring 
by the 3,968 ozs. in a barrel and multi- 
plying by the number of units). Figures 
state tax per unit and extends this by 
the number of units. Segregates and 
computes deposit information when ap- 
plicable. Checks specific information to 
be sure the correct detail card is being 
used. Punches shipping weight in 
pounds. Produces a summary card in 
which units, weight, deposit, barrelage 
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and state tax for the entire order are 
accumulated. 

The cards processed then can be run 
through the tabulator for production of 
the acknowledgement-shipping requisi- 
tion-bill of lading set. In printing these 
forms, the tabulator totals the dollar 
volume of the order. We do not want 
this figure to appear on the forms that 
are sent out. However, the total is 
printed in a detachable margin of the 
form set which is dispatched to the 
credit department so that it will have 
advance dollar volume 
involved in each order. A special fea- 
ture of the integrated processing and 
form design is the designation of nine 
separate summarizations. 

These forms are sent to the plant. The 
processing center, however, keeps the 
Order Control Copy to regulate pro- 
cedures which always have constituted 
a difficult part of any sales-distribution 
operation: revision of original orders. 
We find that a fair percentage of our 
the customer 
before shipment, because of our require- 
ments for advance ordering. But we are 


notice of the 


orders are revised by 


The Card-O-Matic Punch, called the com- 
uter’s “left arm,” prepares work cards from 
master cards. Operator adds variable data. 
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— PLASTIC BINDING! 
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Model 24 
Punching Unit Model 24 


Precision-punches pages fast and easy Binding Unit 


with powerful SHEARING ACTION! Diitniis since sok belies 


. +.» pull lever . . it’s PLASTICO-BOUND! 


imagine 
being able to produce genuine -bound booklets, 
catalogs, etc. — right in your own office! Single copies . . . Exclusive 
dozens ... hundreds — these two handy machines will give ARCH DESIGN 
your literature extra prestige and selling power by adding rape eagaactcm 
colorful PLA Bindings. Rugged, compact, and easy to Pa ee share 
use, PLASTICO hand-operated units are “at home” in every 
office or business — pay for themselves in savings of time and 
binding costs. 


CREE Colorful 8-page booklet tells you how to get more out of your printed literature. 
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able to handle these changes without 
measurable strain since it takes 
than a minute to effect it by pulling the 
necessary new card and placing it with 
the order deck. We thus maintain all 
the necessary controls over our ordering 
process, no matter what changes are 
made. 

When we receive notice from a plant 
that shipment has been made, the in- 
voicing operation begins. This notice 
comes in within a few hours after the 
plant’s shipping day has ended. After 
changes and variable shipping informa- 
tion have been entered in the cards by 
the Card-o-Matic, the order deck goes 
through the computer for the second 
and final pass. This includes: 


less 


Price extensions, calculation of al- 
lowances, state tax and deposits. These 
were not punched on the first pass be- 
cause of the possibility that any order 
might be changed. The discount of 
prepaid freight rate is stored in the 
computer’s memory and it figures the 
extensions and other data at the 
rate of eight orders a minute. It also 
checks to be correct item 
description card is used; crossfoots 
individual extensions with the total of 
all package cards to give us our sixth 
check on the accuracy of the dollar 
value; punches the invoice total into 
the card and figures discount amounts. 


sure the 


The order deck then is used to pre- 
pare a nine-part invoice form on the 
tabulator at the rate of about five in- 
voices a minute. Throughout the proc- 
ess, card volume has been kept at a 
minimum. For instance, we are getting 
25 uses out of our original deck of 
order cards with only one reproduction. 

Basically, everything done in the 
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A tabulator prepares Pabst invoices. Called 
the computer’s “right arm,” it prints the 
results of the Univac’s computations on an 
invoice set and also a combined acknowl- 
edgment-shipping requisition-bill of lading 
set. 

order-invoice cycle by the processing 
center was done manually in the past. 
Our equipment, however, is operated 
by only two full-time machine operators. 
The same jobs required the services of 
10 to 12 persons more when done 
manually and the number undoubtedly 
would have grown with the firm’s 
increased volume. 

Beyond this manpower consideration 
is the fact that we have more positive 
control in all areas with automatic 
handling of data. Duplication that oc- 
curred when each plant did its own 
billing and sales accounting, only to 
have the procedures repeated in 
Chicago, has been eliminated. So have 
the constant checks and_ rechecks 
formerly needed for each invoice. We 
do not require an audit of each invoice 
now, needing only spot checks from 
time to time. 

A great area of savings has been in 
the reduction of typing requirements. 
Manually, one form typing was needed 


For More Information Circle No. 209 —-4 
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at the plant and two more in the office, 
each with the possibility of error and 
at a forms cost of some 13c for each 
order. We have also eliminated 90% 
of the arduous typing of statistical 
information. 

A clear-cut achievement of our 
automatic system has been the accelera- 
tion of order processing. We now are 
approximately two days ahead of our 
former pace in getting out invoices and 
in completing our sales accounting. 
Benefits of the system are felt, too, in 
the accounts receivable department, 
where posting time has been reduced 
by half, easing pressure on what was 
an overloaded department. 

The key point, we believe, is that the 
use of a computer and _ processing 
center has greatly increased our infor- 
mation productivity. The complex and 
important sales analysis mentioned pre- 
viously is a typical case in point. To 
produce the complete roster of sales 
reports, one machine operator devotes 
seven days of his time each month. By 
manual methods the preparation of it 
consumed the efforts of ten persons for 
15 days a month. 

This greater productivity continually 
is being demonstrated by the addition 
of important new reports. One of the 
newest relates volume, gross profit and 
operating profit information, obtained 
from the summary cards which are a 
by-product of other report preparation, 
with distribution expenses provided by 
our Synchro-Matic accounts payable 
department. 

It has been our hope that the fruits 
of the processing center’s efficiency will 
be realized in many different areas of 
our operation. This was the case within 
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a short period of time when automation 
was applied to the point-of-sale adver- 
tising effort. The manufacturers of these 
materials hold the inventories and ship 
en our orders. When the processing 
center took over scheduling of ship- 
ments, display advertising delivery was 
running late and we were burdened with 
a high obsolesence factor. Within three 
months of machine operation, the 
process was revised and functioning on 
a more businesslike basis. 

This versatility has brought to Pabst 
offices a marked speeding up of 
invoicing and sales accounting, the 
development of new and more complete 
controls over sales and a saving of some 
two weeks in sales analysis. These things 
are evidence to us that the scope of our 
application of punched card electronics, 
has paid off in the realization of 
automatic data processing. 


IVE 


THE UNITED WAY 
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...0 give double quality completeness and double service in inked 


ribbons, carbon papers and duplicating supplies. 


A factory with 63 years of successful manufacturing experience and an 
outstandingly energetic and imaginative marketing organization have been 


combined to create a new concept in products and services. 


SPECIALIZING IN: 


© CARBON PAPERS e SPIRIT CARBONS 
OF ALL KINDS 
© INKED RIBBONS e PRINTED MASTER SETS 


OF EVERY DESCRIPTION 
e CARBON COPY SETS e COPYHOLDERS 


AND RELATED PRODUCTS 


You will find us ambitious for perfection of product and anxious to 
serve, with one of the most modern manufacturing and service organiza- 


tions in the industry—one of the few remaining institutions of its kind. 


We invite your inquiries and believe we can provide one of the most 


unusual resources for our products in America. 


‘GURTIS-YOUNG CORPORATION , 
< 20 WEST 18th STREET os ¢ | ¥ | 
' ms ’CURTIS-YOUNG 
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“She types TOO fast. We’re forever re- 
placing her machine.” 


Multiple Choice ‘Test’ 


for Secretaries 


HE FOLLOWING PROBLEMS 

are the common bane and harrass- 
ment of all secretaries. No particular 
solution to each problem is the “right” 
one. The solutions are presented mostly 
to gives bosses an idea of some of 
the more difficult occasions that arise 
in their secretaries’ work. The manner 
in which the success or rightness of an 
answer is determined will depend on 
the successful application of the solu- 
tion chosen to a particular problem. 
Now for the problem and “solutions”: 

1. The boss hands his secretary a 
messy illegible handwritten manuscript 
and with a smile verging on a mali- 
cious sneer announces: “I’m a terrible 
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JO ANN JOHNSON 


writer. I don’t know if you can read 
my writing. But let me know if you 
have trouble.” The secretary’s course 
of action or reply should be: 

a. That’s perfectly all right, Mr. Jones. 
I’m a terrible typist and don’t know 
how to type very well anyway so it 
won’t make much difference if I read 
your writing correctly or incorrectly. 

b. My God! Were you drunk? 

c. Give a broad toothpaste ad smile, 
teeth clenched, then say: “How soon 
did you want this? In time for Christ- 
mas next year?” 

d. Take the manuscript, start typing, 
interrupt your boss every five minutes 
(pay no attention to the fact that he 


117 





may be in conference, talking on the 
phone, involved in deep thought, etc.) 
to find out what each poorly written 
word means, and maybe he'll get the 
idea next time that he ought to write 
more neatly. 

e. Don’t try to figure out the illegible 
words. Write what they look like and to 
heck with the sense and meaning of the 
total sentence. 

2. The boss asks for a letter he wrote 
recently to Joe Moe. This is one of the 
letters the decided no one 
would ever need to look at again so she 
tossed it away. 

a. Look 


secretary 


slowly and 


laboriously 


through the file where it should have 
been filed, while he waits. Then explain 
that the letter must not have been filed 
yet. If he still wants to see the letter, 
browse studiously through the unfiled 
material on top of the file cabinet. This 


should bore him completely and maybe 
he'll go away. 








Bounce briskly out of your chair but trip 
over your bottom desk drawer. 




















Try to distract him. Call attention to the 
weather, or ask about his health. 


b. Try to distract him. Call attention 
to the weather (if it is worthy of com- 
ment, such as a blizzard, downpour of 
rain, etc.) and suggest that he be sure 
to wear his overshoes in weather like 
this. He should be sufficiently con- 
cerned with your concern for his health 
to forget about Joe Moe. 

c. Be attentive and alert, exuding 
prompt efficiency. When he asks for 
Joe Moe’s letter, bounce briskly out of 
your chair but trip over your bottom 
desk drawer. (Note: Always leave one 
bottom desk drawer open for emergency 
use in occasions like this.) Howl shrilly 
repeating several times that you've 
broken your shin bone and are in com- 
plete agony. By this time, maybe Joe 
Moe won't matter no mo’. 

d. Be the frank type. Tell him that 
you didn’t think he’d said anything in 
the letter that was of any consequence 
to anyone. Letters like that you always 
toss out. (Watch him grow pale with 
panic and get slightly weak as he 
realizes what kind of editorial efficiency 
you've been using to select his letters 

Continued on page 269) 
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LOVE THIS MIRADO 
..1T STAYS SHARP 


NATURALLY! SHE 
TAKES ALL HER NOTES 
WITH A M/RAOO! 


WHAT SHE'S GOT 
WOULD RUB OFF 
ON ME! 


NOT A CHANCE, 
HONEY! VERITH/N/ 
RED PENCILS NEVER 
RUB OFF ON 

ANYBODY! 


EAGLE MIRADO stays 
sharp for pages! 
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TO ERR IS 
HUMAN... 


TO CORRECT 
IT WITH AN 
ERASER 


IS DIVINE! 


'S THE BEST PART! 

MIRADO AND VERITHIN 

WEAR LIKE IRON! MY PENCIL. 
COSTS ARE WAY DOWN! 


AND THEY REALLY HOLD A 
POINT! OUR GIRLS SPEND ALMOST 
NO TIME AT THE SHARPENER! 


.it's right in any office! 


CF —— 


EAGLE ERASERS make 
mistakes vanish without a trace! 


EAGLE VERITHIN is one 
red pencil that really stays sharp! 
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No Business Is Immune to 


EMPLOYEE DISHONESTY 


But Most Thefts Can Be Prevented by 
The Right Equipment and Methods 


SIDNEY SHEPHERD 


S TIMES GET BETTER, em- 
A bezzlers get bolder. The explana- 
tion can be found, in part, in the bio- 


logical truth that the greater the host, 
the more parasites trying to live off it. 


Similarly, as our gross national income 
rises in the hundreds of billions, the 
amounts stolen also rise. 

Such employees cost business any- 
where from $500 million to $600 
million annually — and maybe untold 
and unknown millions more. Money 
and goods are taken through embezzle- 
ments, frauds, thefts, fraudulent con- 
versions and similar crimes. Dishonesty 
claims to fidelity insurance companies 
have risen 400% in ten years. Fidelity 
companies are processing 50,000 em- 
bezzlement claims annually. 

Some managements practically beg 
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their employees to steal from them. Em- 
ployees are tempted to take what is not 
theirs because management appears not 
to care. Audits are not made regularly 
or, if they are carried out, they’re done 
superficially. In where em- 
ployees feel they are being underpaid, 
they have been known to steal what 
they feel is the difference between what 
they're getting and what they think they 
deserve. 

Some managements have refused to 
crack down on known defalcators and 
let other employees know the frauds 
have been detected. Management in this 
case is afraid to publicize foul deeds for 
fear of encouraging other employees to 
steal. Other until they’ve 
suffered heavy losses, have not bonded 
employees who handle cash, checks or 


instances 


businesses, 
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Time-savers on the desk top,..and 
with the modern look you want! 
Everybody approves when you 
select desk top equipment designed 
by the Bert M. Morris Co. They’re 
matched in color, style, and utility! 

Include this modern desk top 
equipment in your office planning. 
Available from the Bert M. Morris 


Co. is a 1957 Catalog to help you | 


plan wisely. Write for it! 


ESSENTIALS IN 
EVERY OFFICE 
Morris Safe-T-Set 
Beauty with efficiency—large ink 
supply can’t leak, won’t spill, is easy 
to fill. 


Morris Memo Holders 
Holds standard memo paper. Avail- 
able with ball point pen attached. 
Morris Phone Rest 

Frees both hands. Fits all phones— 
either shoulder. 


Morris Trays—Letter & Legal 
Easy access with rear suspension. 
Stacks to any height. 

Morrisharp Electric 

Pencil Sharpener 

Fast, self-starting. Cutting stops 
when desired point is obtained— 
choice of medium, fine, extra-fine. 
Morris Ash Tray 

HE-MAN size... Perfect for sales 
meetings...removable glass liner... 
matches newest style in steel office 
furniture. 


BERT M. Morris co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal. Quebec 
For More Information Circle No. 275 
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The desk in front at right, in the offices of American Coil Spring Co., Muskegon, Mich., 
is a Shaw-Walker fireproof cashier's desk with dual locks for 24-hour protection. 


shipments and receipts of merchandise. 
One of the strangest, yet commonest, 


business situations results from a par- 
ticular management attitude: let’s tack 
on one or two per cent to our fund for 
bad debts, and let that amount cover 
employee thefts as well. But there’s an 
expensive pitfall in such fallacious rea- 


soning. Management lulls itself into 
confidence by knowing exactly what 
amount it is paying out as a form of 
self-insurance, but it does not know 
what pitiful or overwhelming amount is 
actually being stolen. 

Management has to shuck off any at- 
titude it may have that employee dis- 
honesty “can’t happen here.” Executives 
(who themselves have been known to 
steal from the companies they own or 
manage) must become aware of their 
company’s vulnerability to employee 
theft. Then, having faced up to the pos- 
sibility and its expensiveness in the long 
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run, management must decide how to 
handle the situation. Generally, there 
are two main approaches: (1) preven- 
tive maintenance, and (2) insurance 
and bonding. 

Who is the white collar criminal? To 
know and understand the thief is to be 
better able to foil and defeat his efforts. 
People who appropriate what is not 
theirs fall into two main groups and 
two sub-groups, generally: (1) the 
almost congenital thief who is driven to 
taking things and money for deep- 
rooted psychological reasons; (2) the 
so-called average person who, through 
one or a series of missteps, errors, an 
emergency or other pressing reason, 
strays from an honest path. These types 
are sub-grouped into embezzlers and 
thieves working together, or the in- 
dividual who works as a lone wolf. 
There are countless and shrewd 
variations on these types—such as the 


sad 
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USES PRESENT CARDS. With Amazing 
Mosler Revo-File, no costly transposition 
is needed. You save an average of $200 in 
change-over costs, plus big savings in time, 
space, money over old-fashioned filing. 


CARDS CAN’T DROP OuT. Mosler Revo- 


File is the only file of its type that doesn’t 
rely on notched cards that wear out in 
use. The patented, exclusive belt method 
of holding records in file assures complete 
protection against card *‘fall-out’’ or wear. 


REMOVE OR REFILE ONE CARD OR HUN- 
DREDS instantly. Mosler Revo-File holds 
cards without mechanical attachment. 
No wear on cards or clerk. Ups efficiency. 
Gives real finger-tip control. 


FILING IS FASTER, REFERENCE QUICKER for 
“cards come to clerk’’ instead of clerk 
going tocards... 68 linear inches of filing 
capacity in a handsome cabinet only 36 
inches long. Available in manual and 
automatic electric selector models. 


For big volume filing Mosler Roto-File can accommodate 


more than 80,000 cards . 


. . has all the exclusive features 


of Mosler Revo-File. Several clerks can work at same time. 














Which of these 
4 pictures is the 


biggest surprise 
to YOu. e @ about rotary card filing today? 





HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 
If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 
tinuously for reference and posting, mail this coupon today! 





Another fine product of The MOSLER SAFE Company 
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innocent who are unknowingly involved 
in frauds. 

Insurance company investigators and 
police officials say there’s no single type 
of embezzler, but that, paradoxically, 
he resembles the average white collar 
worker. His age is about 35, though 
20 to 80 have 
been involved; he’s married and has a 


men and women from 


family. Most of these people are in the 
middle income range where, odd as it 
seems, financial préssures are sometimes 
more forceful than they are among the 
poor. 

What jobs do these workers hold? 
They’re vice presidents and bookkeep- 
ers, and branch man- 
agers, cashier and tellers, salesmen and 
payclerks, secretaries and auditors (tor 
even police have been known to turn 
crooked). The dishonor roll respects 
nobody. Most of its members have been 
men, but, since World War II, there are 
four times as many women involved 
(females in the nation’s labor force 


warehousemen 


have increased). 


Why do these steal? One 


people 


specialist, who concentrates on tracking 


down bank embezzlers, observes that 
such crimes, are “rarely premeditated.” 
Trusted employees yield to the urge to 
take some of the hundreds of thousands 
of dollars of other people’s money 
which crosses their desks. Sometimes 
such employees mean to give back on 
payday what they steal today. But, find- 


ing their loss goes undiscovered, they 


continue taking money. People will 
steal because of wine, women or song; 
to live like the Jones; to gamble or for 
an emergency such as sickness. Some 
are tragic Robin Hoods who steal for 
the benefit of people whom they con- 


sider to be poor, needy, underprivileged, 
etc. 

The best systems of internal checks 
or controls serve to prevent all frauds 
—unless two or more employees gang 
up to beat the system. When an internal 
auditing system has been set up, it 
should be kept in momentum. Active 
internal audits serve as constant warn- 
embezzlers 
from getting started, or continuing once 


ings to prevent would-be 
they start. Sometimes internal audits do 
not go far enough. 

Audits can be made more often, or 
aade unexpectedly, to heighten polic- 
ing. Management can deploy its em- 
ployees: those who are suspect can be 
moved to different jobs, or to handle 
the same job in different places, from 
time to time. Where the routine or tasks 
are subject to little control, employees 
can be rotated. Employees habits should 
be observed more closely; those who 
work late hours may be working for 
themselves, not for the company; and 
employees should be made to go on an- 
nual vacations. Many a defalcator re- 
fuses vacations because he’s caught in a 
golden rut. He fears his secret will be 
detected while he’s away. 

The common methods 
which employees use to pocket their 
employer's goods or funds are: 


seven most 


1. Paying bills to nonexistent com- 
panies, then forging 
cashing the checks. 

2. Invoicing goods below established 
prices, then picking up the difference 
between the regular price and the lower 
price as “profit” or “bribe.” 


Signatures and 


3. Kiting (adding ciphers to) checks, 
invoices and vouchers after they have 
been approved and signed or stamped 
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Twice as many recordsin the 
Be Same space with America’s 
first space-saving 

| filing system! 


SPACE SAVING 


Just 1 Visi-Shelf Filing Unit 
files the equivalent of 2 
drawer files — in half the 
floor space! 


TIME SAVING 


Filing is faster and easier 
with Visi-Shelf's exclusive 
“Facile Guide Pull!” 











COST SAVING 


Visi-Shelf units file more at 
lowest cost! 








Visi-Shelf Filing Units are For More Information Circle No. 429 

available from 7 to 10 open- 

ings High — With or Without 

“pone ~ Correspondence and FREE ! Send for Catalog today ! 
gal Sizes. 


VISI-SHELF FILE INC. 


225 BROADWAY NEW YORK 7, N. Y. 











by an appropriate official. 

4. Drawing and cashing checks for 
nonexistent returned goods. 

5. Taking money for cash sales, but 
not recording these sales. 

6. Collecting overdue, doubtful bills 
or bad debts, but listing them as non- 
collectable. 

7. Adding ghosts to the payroll, or 
padding payrolls by increasing time and 
production records, then pocketing the 
ghosts’ paychecks or the difference be- 
tween actual and falsified time and pro- 
duction income of other employees. 

How, then, are most frauds and 
thefts discovered? And, if found out, 
are they uncovered in time to ap- 
prehend those responsible. In a survey 
of 100 cases of embezzlement, for in- 
stance, the accounting firm of Price, 
Waterhouse & Co. determined that dis- 
covery of frauds were by “36% gratu- 
itous circumstances or just plain luck.” 


Continuing the accounting firm’s sur- 


29% of embezzlements 
were uncovered by public accountants 
and internal auditors; 16% by manage- 
ment inquiries; 11% by internal checks, 
and 8%, unknown. 

In this survey—and in many others 
—most of the embezzlements uncov- 
ered had been made through cash re- 
ceipts and cash disbursements. Hence 
it’s apparent that greatest control meas- 
ures should be exercised where cash is 
involved. A helpful checklist of internal 
control procedures appears in the book- 
let, Embezzlement Controls for Busi- 
ness Enterprises. available free to man- 
agements which send requests on com- 
pany letterheads to Fidelity & Deposit 
Co. of Maryland, Baltimore 3. 

Three most common safeguards cited 


a 


vey results: 


128 


for over-the-counter receipts are: cash 
registers, prenumbered sales tickets in 
pad or book, and autographic registers. 
Cash receipts by mail also require close 
recording; a responsible official “other 
than cashier or bookkeeper” should 
handle or supervise incoming mail. The 
receipt and routing of incoming funds 
should be closely recorded by a cashier, 
who keeps an original record, while a 
duplicate is filed with the auditing or 
accounting department. Here again, a 
division of labor is urged as part of the 
system for accuracy and to discourage 
employee collusion. Other sources 
recommend that, at least once a year, 
statements should be sent to customers 
—while the bookkeeper and/or cashier 
is vacationing. 

It is best to divide responsibility for 
receiving or disbursing, permitting no 
single person to have complete control 
over any vital function: financial or 
merchandise. Paychecks should be dis- 
tributed by somebody other than the 
person who computes the payroll. It is 
advisable that counter-signatures be re- 
quired on all checks. Invoices and state- 
ments for merchandise and supplies 
should be approved by an authority, 
other than the bookkeeper, before pay- 
ment is made. 

Some words, here, can be said about 
larceny in plants and offices. Records 
should be kept of all keys and locks and 
employees should sign for every key is- 
sued. In plants, rather than in offices, 
unless security programs already are in 
effect because of defense work or other 
reasons, an internal security program 
can deter as well as detect thefts. Full, 
proper and regular inventory should be 
taken. Records should be kept of tools 
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WHY “FARM OUT “WORK 
YOU CAN DO FASTER, 
EASIER and CHEAPER? 


- » + on a Challenge Paper Cutter. 


For only a few dollars a day you can have the 
convenience of a paper cutter right in your own 
operations—ready for immediate use. It can pay for 
itself by saving the time and expense of having work 
cut outside . . . enable you to buy paper in the 
most economical sizes . . . run odd-size jobs from 
standard stock .. . increase production by running 
small jobs “several up”. 

Challenge offers a complete line of power and hand- 
operated lever cutters in. sizes widely used by 
duplicator department operators—19” through 30”. 
All are capable of cutting 2 inches or more of stock 
in one stroke. They are easy for anyone to operate. 


- - - on a@ Challenge Paper Drill. 


Here is a way of putting holes in paper that is up 
to 40 times faster than the old fashioned hand 
punch. You can drill holes in stacks of paper up 
to 2 inches thick in just a second or two. You can 


_ slit... slot... round corner and punch cut-outs 


right on the same machine. 

It’s an ideal- machine to have in your duplicator 
operation. If you only drill a few thousand sheets 
a week—the savings alone will more than pay for 
the drill in a year. 

Challenge offers you a choice of 9 different models 
in the types most used by printing and duplicator 
shops. 


Get all the facts. Write 
for your copy of the free 
descriptive booklets on 
Challenge Paper Cut- 
ters, Paper Drills and 
Paper Drill Accessories 
for your duplicator op- 
erations. This equipment 
is available through the 


THE CHALLENGE MACHINERY COMPANY leading duplicator and 


Grand Haven, Michigan 


printing equipment deal- 
ers in all principal cities. — 
Write Dept. 0-9 


For More Information Circle No. 356 
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and materials used by employees, as 
well as goods produced. Closer, periodic 
inventories should be taken in 
and plants reporting higher than usual 
losses. Inventories should be taken by 
employees from different departments, 
wherever possible, to avoid covering-up 
losses and collusion. 


offices 


In many instances it is advisable to 
give advance notice of taking inventory 
to enable employees to return “bor- 
rowed” typewriters, pencil sharpeners 
and similar equipment. Top officials, 
who may believe it’s their privilege to 
take home company property without 
thinking of returning them, often show 
a bad example for employees to follow. 
In effect, such a practice encourages a 
hierarchy in stealing from a company. 

Bell Aircraft Corp., Buffalo, N.Y., set 
up an employee loan program to enable 
workers to honestly borrow tools and 
equipment for use at home. 
dropped because the property going out 
was controlled and returned by em- 
ployees who recognized management’s 
interest and appreciated its cooperation. 

Many authorities believe that strict 
character investigations should be made 


Losses 


"rq $5 35,000,000 


19% 
$450, 000,000) 
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before workers are hired to handle 
money or goods, or both. But they point 
out that even the strictest examinations 
prove of small value in many instances 
—especially where employees 
fall prey to temptation. As one insurance 
company puts it: honesty is subject to 
change without notice. 

In recent there has been an 
increasing number of defalcations by 
shipping clerks, secretaries and white 
collar employees who do not even have 
their fingers in the till or on the inven- 
tories. To some extent employers have 
to be less selective nowadays because 


honest 


years 


there is a relative shortage of labor. 
Embezzlements are committed by good, 
honest and righteous people: the law 
states that embezzlements are violations 
of a trust which is extended to honest, 
upright persons of good character. 
Insurance companies, which issue a 
variety of fidelity bonds and policies 
covering employee dishonesties, also will 
help set up programs to discourage em- 
ployee frauds and thefts. Such com- 
panies 
help 
obtain 


also 
catch 
restitution of 


provide investigators to 
employees 


what 


dishonest and 
has been 
5% 


JUVENILES 
WOMEN 


“AMATEURS” 


< urbe took it) 


Check frauds are increasing, according to a national survey of police officials by the 
Todd Co. Methods used include passing fictitious checks, forging maker’s or endorser’s 
signature, counterfeiting checks, raising check amounts and stealing checks. 
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You get things done —on time 
with EVER READY desk calendars 


EVER READY CALENDAR MANUFACTURING CO. 


rSC. VAY STC, FERSEVY Cirt, wew seesee v 
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taken. Private investigative agencies also 
can be engaged. 

Along with systems, there is a variety 
of effective equipment. For example, 
invoice cancelling machines which per- 
manently perforate invoices and sup- 
porting papers to prevent duplicate 
payment. Cummins-Chicago Corp. said 
that “users of its cancelling machines 
may secure a 10% reduction in fidelity 
insurance rates from the American 
Casualty Co. because of the added 
control afforded by the Cummins Sys- 
tem of cancellation.” Based on company 
figures that 72% of money embezzled 
in cash disbursements can be prevented 
by permanent cancellation—the reduc- 
tion of 
fidelity insurance rates. 

There are 


losses was the basis of lower 
mechanical checkwriters 
and watermarked or specially 
coated check paper which immediately 
shows up erasures. But care should be 
exercised against checks issued in pay- 


safety 


The new F & E 9-Bank Check Protector 
designed by Hedman Co. to operate auto- 
matically with its new Royal Companion 
Checksigner and Dating Machine. 
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ment of fictitious bills cashed through 
a dummy, or by phony endorsements. 
Scrutiny is needed against falsely kited 
checks (and invoices) after they’ve been 
officially approved, as noted earlier. 

Cash registers also are invaluable 
for recording cash receipts, though care 
should be taken that proceeds of cash 
sales are not pocketed instead of being 
recorded on the register. Thefts might 
be made from the cash register and the 
tape “doctored” to hide the missing 
amounts. 

Safe-chests are fine, if combinations 
are entrusted to the right people and 
kept from falling into the hands of 
unscrupulous employees who may steal 
directly or pass the combination along 
Specially printed 
forms, special inks and variously colored 
pencils can be used if kept from falling 
into the hands of dishonest workers or 


to outside thieves. 


customers. 

Each corporation or company has to 
come to grips with the problem of 
employee dishonesty 
home-brewed matter. They are dealing 
with their own employees, not with 
hardened professionals. As businesses 
grow, opportunities and temptations for 
taking company money also grow. A 
University of California sociologist, Dr. 
D. R. Cressey, sought the key to em- 
bezzlers’ behavior. He found they felt 
they could not share their problems 
with anybody; they felt they could 
secretly steal by violating the company’s 
trust in them, and they justified this 
breach of faith without regarding 
themselves as criminals. Perhaps socio- 
logical, psycho-therapeutic or financial 
aid and advice for employees can help 
stem or correct employee dishonesty. 


because it is a 
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...own the 


Stenorette 


Electronic Dictating-Transcribing Miracle ...only $]7950* 


Now, for less than half the price 
of other major dictating machines 
you can own the first really new 
dictating machine in 18 years! 


Revolutionary magnetic tape re- 
cording. Imagine! You'll dictate 
for 30 minutes onto one magnetic 
tape —the finest medium for re- 
cording the human voice. Erase 
automatically by recording right 
over words to be corrected... with- 
out ever touching the machine. 
Tapes can be re-used indefinitely. 


Yow’re always sure with 4 


Name 


--------MAIL COUPON TODAY... / =x» 


DeJUR-Amsco Corporation, Dept. 09 
§ 45-01 Northern Blvd., 


Long Island City 1, N. Y. Pm 
Please rush me your brochure on how to achieve iy 


greater efficiency with the new STENORETTE. 


Your Secretary can transcribe 
from your machine. Only 11 
pounds, one Stenorette can serve 
for both dictating and transcrib- 
ing. Accessories are designed for 
convenience and comfort of secre- 
taries. Ideal for conferences and 
for trips—use Stenorette in a mov- 
ing car, plane or train. 

Try Out a Stenorette Yourself. 
Tomorrow, see your nearest 
DeJUR Sales/Service Office... or 
send for free, illustrated booklet. 


fy 
at 





BEVERLY HILLS ® TORONTO 


*Federal Excise Tax 
Transcribing accessories extra 


t 
i 
' 
1 
i 
LONG ISLAND CITY @ CHICAGO ; 
! 
L] 
' 
a 


Address___ 





ES | 
C] Send name of nearest STENORETTE Sales/Service Office 


————- = =—o 


| 
| 


State__ 
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How to Lock Just 
One Drawer in a File 


WILLIAM J. KEEN, Office Manager, 


Griscom-Russell Co., Massillon, Ohio 


E FILE a small quantity of docu- 

ments, in a variety of locations, 
which require a security lock on the 
filing cabinets. In each instance, the 
documents constitute less than one full 
file drawer and more than one person 
uses the same file cabinet. Some of these 
persons are cleared for reference to the 
filed material while others are working 
on projects not requiring clearance. 





Close-up of the lock on the top drawer of 
a vertical filing cabinet. Remaining draw- 
ers of file can be used by all personnel. 
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Exploration of commercially avail- 
able bar and piano hinge locking de- 
vices indicated that they would be more 
than a tolerable nuisance. If the stand- 
ard locking devices were used, it would 
mean that the entire cabinet would have 
to be locked because of the material in 
one drawer. If more than one person 
used the cabinet, this would be imprac 
tical. 

After some experimentation, we de- 
locking plate for the top 
drawer only, using a clevis pin supplied 
by Reed Mfg. Co. of Waltham, Mass. 
[his furnishes the required security for 


signed a 


the contents of the one drawer, yet per- 
mits ready access to the balance of the 
file by other persons. 

Che clevis pin requires drilling a 4”- 
hole in the top front cap of the cabinet, 
threaded so that the nut can be drawn 
up tightly inside. The locking plate is 
’ steel, brazed to a small section of 
The total thickness has to be 
reasonably exact for a tight fit after in- 
sertion of the padlock. The device can 


ly’ 


tubing. 


be completely removed for temporary 
periods when security documents are 
out of file, permitting conversion of the 
cabinet to its original condition with 
only the small drilled hole to deface its 
appearance. 

OFFICE 
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CHOICE of executives in ALL industries! 


WAUSAU IMPRESSION PAPERS are the choice of smart execu- 
tives because they are dependable for clear, sharp impressions 
for sales letters, folders, reports, announcements and office 
forms. In the Wausau Impression Paper line are papers made 
especially for offset, stencil duplicating, spirit and gelatin 
process. 


Artisans of 
Fine Papers 


BOND 

MIMEO BOND 
DUPLICATOR 
OFFSET 

TEXT 

LEDGER 


The complete Wausau Impression Paper line is available 
nationally through authorized distributors and stationers. 


~ OUR 58th YEAR 


WAUSAU PAPER MILLS CO. 


General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN 
Member — Wisconsin Paper Group 
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...and save up 
to 32% cost! 


Baltimore Business Forms assures prede- 
termined delivery dates, outstanding 
quality, expert designs. 

Many companies are paying through-the-nose 
because they’re not sure their particular form prob- 
lems can be solved by standardization. Other com- 
panies worry about delivery. You can relieve any 
anxiety by inviting a Baltimore Business Forms 
expert to investigate. And, if possible, he’ll develop 
cost-cutting standard forms that can be used 
throughout your operation. 


Investigate your forms for wasteful frills 
Here’s your chance to cut out costly frills and still 
maintain your company’s business form personal- 
ity. By standardizing paper sizes, inks, numbers, 
carbon and colors... with other leading businesses 
(who have similar business form problems), you 
assure your company an initial money saving up to 
32%. Your Baltimore Business Forms representa- 
tive will tell you exactly when the next production | 
run will be. 

Call or write today 
For a current list of standard forms and free sam- 
ples, call our local representative listed in the 
Yellow Pages, or write direct to: THE BALTIMORE 
BUSINESS Forms Co., Dept. A, 3142 Frederick Ave., 
Baltimore 29, Md. 


he Raltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


For More Information Circle No. 230 
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IGH PERSONNEL TURNOVER 

is a danger signal. If employees 
stay only a short time, the cost of selec- 
tion and training is too high, training is 
necessarily less thorough, the em- 
ployee’s acquaintance with the policies 
of the company is limited, loyalty and 
discipline are lacking, work is poorly 
done, errors are many, and the reputa- 
tion of your firm is seriously harmed. 

Information as to why workers quit 
will reveal many sources of worker dis- 
satisfaction which may not be recog- 
nized as such. Until such factors have 
been brought into the spotlight, they 
will continue to breed worker discon- 
tent. They must be recognized before 
they can be corrected. 

The only way to uncover these facts 
is to get the personal reactions of each 
employee who is leaving. This can usu- 
ally be accomplished only by an un- 
hurried, friendly and understanding in- 
terview. Often the reason for leaving 
stated by the worker is not the real 
reason, and a casual interview will not 
reveal the truth of the matter. 

A worker may say she is leaving for 
a better job. The important question is, 
“Why does she consider this new job 
better than the one she has here? Why 
did she start out, in the first place, to 
look for another job? What made her 
discontented with her present job?” The 
many and varied reasons why workers 
quit can be grouped under the follow- 
ing three headings: 

1. Reasons pertaining to the job: 
This may include dissatisfaction with 
wages, hours, type of work, working 
conditions, or the chances for advance- 
ment of that particular job. 

2. Reasons pertaining to her relations 
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3 Reasons 
Why Workers 
QUIT 


B. W. ELSOM 
Director of Employee Services, 


Boston Store, Milwaukee 


with supervisors or fellow workers: She 
may object to the treatment accorded 
her by her superiors, or feel that her 
fellow-workers are quarrelsome or un- 
congenial. She may feel that the boss is 
too “bossy”, doesn’t teach her enough, 
doesn’t listen to her suggestions or com- 
plaints. 

3. Reasons pertaining to the worker 
herself; Such reasons may include 
“quits” because of ill health, to accept 
a job nearer to her home, or to go back 
to school. 

Having found out something about 
the real cause of the quitting, in many 
cases you can set about correcting bad 
conditions. You can do something about 
conditions pertaining to the job, and 
you can do most of all about those dis- 
satisfactions pertaining to her relations 
with supervisors and fellow-workers. 





Stretch Your Punched Card 
Interpreter Control Panels 


WALTER R. MASON, Assistant Secretary, 


Home Security Life Insurance Co., Durham, N. C. 


F YOUR TABULATING depart- when plugged on, transfers for every 
I ment has an IBM Alphabetic Inter- card. 

preter, Model 552, is it taking full Using the x-eliminator as a manually 
advantage of the x-eliminator? This controlled selector, it is possible in sepa- 
standard device on the 552 is designed rate runs to interpret information on 
primarily to prevent control punches’ two related or similarly designed card 
over a numeric field from causing a forms with a maximum difference, in 
letter to print instead of the desired typebars used or card columns being 
numeral. A less conventional use of read, of 10 (the number of positions in 
the device is, however, to use it for the x-eliminator) without changing con- 
exactly what it is, a selector which, trol panels or wiring. The 10 variable 


the widest selection of 


TRANSLUCENT MASTER PAPERS for WHITE PRINTING 


is now available from ONE SOURCE 


White printing is one of the most popular direct copy 
methods in use to simplify invoicing, shipping, accounting, 
production, purchasing, inventory, etc. To produce 

clear copies (at the desired speed), each application requires 
the careful selection of the correct translucent 
original papers. The already famous Pata-Trace translucent 
line of papers has recently been supplemented with 

the Masta-Trace group of translucent originals, providing 
business and industry with the widest selection 

of papers with these plus features. 


13 Ib. (bond weight) to card stock (heavy ledger) 
All sulphite to 100% rag + Translucent to transparent 
Single or two process + Medium to highest printing speeds 


to investigate " 
write for brochure and samples. bienfang PRODUCTS CORP. 
METUCHEN, NEW JERSEY 


For More Information Circle No. 322 
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The Amazing Vanguard Magnetic 
sound Leller Weiler 


WITH EXCLUSIVE DUPLICATE COPY FEATURE 


A Vow Era 


in ictation 








Used and Acclaimed in Over 35 Countries 
as the World’s Finest 
Dictation-Transcription Instrument 


Exclusive Distributor Franchises are now available in 
certain areas of the eastern United States. 


For more information write to... 


VANGUARD BUSINESS MACHINES DIVISION 
4/50 SVYLVAN AVENUE -- ENGLEWOOD CLIFFS -*N°S L SEEN FESERTET COE 


LOwell 7-2770 10/0-830 FIFTH AVENUE-N-Y- 








For More Information Circle No. 281 
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it’s new! it’s IHjaocy 


AT LAST... .a fast, efficient, cleanway to getsharp, legible 
carbon copies! That makes sense (and dollars) to your 
customers. Hano-Copy eliminates counting and col- 
lating second sheets with carbons ...does away with 
accidentally reversed carbons. Hano-Copy sheets give 
clear, sharp copies, keep fingers clean and typing spotless. 
Best of all, new, efficient Hano-Copy cuts typing time by 
eliminating waste effort in preparing typing sets. When 
typing’s done, a quick pull at top 

and bottom removes all carbons. 


FREE SAMPLES, with a descriptive folder, 
are yours for the asking. Some dealerships 
open in the South, Southwest and Midwest for 
established Stationers. 


Ee” COMPANY, INC. 


Manifold Printers Since 1888 


General and Sales Offices: Holyoke, Massachusetts 
Warehouse and Branch Plant: Mt. Olive, Illinois 


For More Information Circle No. 309 
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positons must be, however, numerical 
information. 

To illustrate difference in typebars, 
assume that column 10 of card A is to 
print in typebar 46 and column 10 of 
card B is to print in typebar 50. Col- 
umn 10 would be wired through the 
x-eliminator in this manner: 











Type Bar 6 Type Bar 50 

For card A, the x-eliminator would 
be plugged on, causing column 10 to 
print in typebar 46. For card B, the 
x-eliminator would be plugged off, caus- 
ing column 10 to print in typebar 50. 

To illustrate difference in card col- 
umns being read, assume that for card 
A, typebar 29 is to print from column 
3. For card B, typebar 29 is to print 
from column 51. The x-eliminator 
would be wired in this fashion: 














Type Bar 29 


For card A the x-eliminator would 
be plugged on, causing column 3 to 
print in typebar 29. For card B, the 
x-eliminator would be plugged off, 
causing column 51 to print in typebar 
29. 

In interpreting two different cards 
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Victor’s new, completely automatic printing calculator with the 


ew Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 








Flick Up to Multiply Center to Add, Subtract Flick Down to Divide 


VICTOR CALCULATOR -& 


» Le 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key —enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 

A printed tape, with a true symbol, identifies © 77> ot yy ayes 
figures entered and operation performed. See Chicoge 16 8, en One 

the unique Victor Calculator today. Con- 

venient terms. See “‘V”’ for Victor in the 
adding machine section of the Yellow Pages. Name 


I | 
| | 
| | 
| | 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. | Company Nome | 
| [ 
i | 
— on 


Send me complete new brochure on Victor 
Automatic Calculator. 








Victor-McCaskey, Lid., Galt, Ontario pe 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 








Zone ——— State 


For More Information Circle No. 238 
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New Twin-Pak ribbon comes 
rolled in two cases. Nothing to 
wind! Nothing to thread! 


Now...changing a ribbon is so 
clean and easy you can do it 


with white gloves on! 


It’s a snap! Lift out the old Twin-Pak 
...drop in the new. And look—no more 


smudgy fingers! 
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Sottes touch in typing! 


Even the ribbon is easy to change on the 


new improved ROYAL ELECTRIC with Twin-Pak 


It’s like the difference between “‘patting’’ and ‘‘punch- 
ing,’ typing on the new Royal Electric. Your secretary 
gives letters a crisp “‘book-look”’ almost effortlessly. 

Her fingers fly faster...relaxed all day long 
because it takes less than two ounces to press down a 
key. Less than three ounces to depress the carriage 
return key. It’s the softest touch in typing. 

And new Twin-Pak makes ribbon changing so 
easy, you’re always sure of a sharp, clean impression. 

Fact is, this new Royal is 4 times easier to operate 
than a non-electric typewriter. No other typewriter 
even comes close to its easy speed and convenience. 
Nor to its smart new lines and beauty. 

Take your pick of office-brightening Cameo Pink, 
Sandstone, Sea Blue, Willow Green or Pearl Gray. 

Why not plan now to dress up your letters? 

And help your secretary whip through those rush 
jobs, as well as her regular typing. Free her for other 
duties. Call your Royal Representative today for a 
one week free office trial. 


UYAL electric 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 


For More Information Circle No. 271 
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ADDRESSING 


STATISTICAL AUDIT 


AUTOMATIC IN-FILING 
AND OUT-FILING 


USE PUNCH CARDS 


FOR ADDRESS-MASTERS 


e Cut Costs in HALF ! 
e DOUBLE flexibility ! 


Scriptomatic uses CARD masters (IBM, 
Remington-Rand, Samas, or ledger or 
index) to address directly to tape, 
wrappers, envelopes, booklets, on one 
machine. There’s no limit to the versa- 
tility of punched card 
masters for automatic in-filing, extrac- 
tion and electronic sensing, for match- 
ing, sorting, etc. 


Write for File 
“Scriptomatic Methods” 


SCRIPTOMATIC, Inc. 
316 North llth Street, Phila. 7, Pa. 


® 


For More Information Circle No. 392 
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Scriptomatic 


with the same control panel, using the 
x-eliminator as a selector, both prin- 
ciples (selection of the typebar in which 
a column will print and selection of 
which column will print in a typebar) 
can be used together. Some positions 
of the x-eliminator may be used to 
select columns while others are selecting 
typebars. Control panels which pre- 
viously could not be permanently wired, 
because of the change in wiring neces- 
sary to interpret two different cards, can 
be permanently wired when full utility 
is made of the x-eliminator. To effect 
a change in the set-up, only the x-elimi- 
nator switch need be moved. 

With knowledge of the selection pos- 
sibilities of the x-eliminator, cards for 
new machine applications can be de- 
signed to take full advantage of it. The 
less time spent in wiring interpreter 
boards, the better. Such time is hardly 


productive. Should you have a selector 
second 
x-eliminator, or both, you have the pos- 
sibility of 20 or 30 columns of selection. 


on your interpreter or the 





“They can’t watch it very long. 
It stares them down.” 
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this is 
multiplying 





Only Friden offers 
this NATURAL WAY to 
add, subtract, and now — 

multiply too! 





@ Patented Natural Way keyboard 

rests working fingers in action 
(Friden Model ABY) @ Visible Check window shows each 
item before it is printed or added 


@ Rapid multiplication with auto- 


You'll see when you touch it — Friden model , wit 
matic step-over of multiplicand 


ABY is far advanced over all other machines at 


or near its price! A complete adding-multiplying 

machine no office can afford to be without. e 

Plainly labeled control keys give direct “live” 

response, Totals and sub-totals obtained instantly T] ¥ 
with no extra strokes. Direct credit balance or 

minus total. Clear signal prints automatically. All 
negative amounts print in red. Simplified ribbon 
and paper change. Ask your nearby Friden Man an automatic office 


to show you Natural Way adding! Commercial Controls Corporation 
Rochester, N. Y., Subsidiary 


brings you 


© Friden Calculating Machine Co., Inc., San Leandro, California — sales, instruction, service throughout U.S. and world. 
For More Information Circle No. 269 
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the CONSOLETT 


Handsome and functional, Conso- 
lett styling enhances office appear- 
ance. Its trim lines and attractive 
finish add a touch of distinction you 
don’t find in ordinary pipe-and-angle styling. 


What’s more, the Consolett gives maximum 
protection to costly machines. Its rugged, all-steel construc- 
tion and wide, steady base insure complete stability. For 
extra convenience, the Consolett roils easily on large rubber 
casters, then anchors at a toe-touch on adjustable rubber- 
cushioned feet. Write for prices and literature. 


Matching two-shelf cabinet also available 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road ® Menomonee Falls, Wisconsin 
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in Employee 


ROUNDUP of day-to-day em- cident is taken from a true-life griev- 
ployee problems and how they ance which went to arbitration. Names 
were handled by management. Each in- of some principals have been changed. 


Can You Discipline a Worker Who Runs 


His Own Business While on ‘Sick Leave’? 


What Happened: of absence because of my doctor’s note. 
Now he questions it—which he has no 


Bill Hudson was given a leave of ~° 
right to do. I want my job back. 


absence because of illness. His doctor 
had sent a letter to the office manager 
saying that Hudson was under the doc- 
tor’s care for tension neurosis, and was RIGHT [) WRONG 
unable to work. The supervisor learned 
that Hudson, while on sick leave, had 
continued to run a business he owned on 
the side. When Hudson returned to his 
job, the supervisor fired him for being 
absent without cause. Hudson appealed, 
and the case came to arbitration. The 
management said: 

1. If Hudson was well enough to run 
his own business, he was well enough 
to come to work. 


Was the Worker: 


WHAT ARBITRATOR SYLVESTER 
GARRETT RULED: “While it may 
be that the activities of the grievant 
during his sick leave were such as to 
suggest to the company that he was not 
really ill, they nonetheless provide no 
sufficient basis for the company to dis- 
regard the doctor’s certificate. The doc- 
tor is a reputable physician whose 


2. This “neurosis” business was just a 
fake. Hudson hadn’t been ill at all— 
just goofing off. 

But Hudson protested: 

1. I was ill and I have letters from 
my doctor to prove it. 

2. I didn’t run my business myself. 
I hired someone to run it for me. 

3. The supervisor gave me a leave 
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professional competence and good faith 
are not challenged by the company. 
Grievant testified that extreme domestic 
difficulty induced a severe mental and 
nervous ailment which made him un- 
able to work. Mental disability may 
provide as valid a basis for sick leave 


as a physical illness, when certified by 
a reputable doctor in the accepted man- 
ner. The evidence substantially fails to 
support the view that the grievant was 
absent without proper cause during his 
sick leave. The grievance is sustained.” 
(Hudson was reinstated.) 


What Is the Status of Employee Who Doesn’t 
Return to Work When Sent a Recall Notice? 


What Happened: 


Charles Virgil, who worked in the 
shipping department, was laid off. Four 
days later, the company sent him a 
telegram telling him to report for work 
that afternoon. The wire was delivered 
to Virgil’s lodgings while he was out. 
Whoever took it stashed it away in a 
drawer and forgot about it until five 
days later. As soon as the telegram 
was given to him, Virgil reported to 
work. He was told he had been 
dropped from the payroll for failing to 
report when the telegram told him to. 
Virgil protested that it wasn’t his fault: 

1. I've been laid off and recalled sev- 
eral times, and this is the first time I’ve 
not reported promptly on recall. 

2. I complained to my landlord be- 
fore that I wasn’t getting my mail on 
time—and specifically asked him to 


make sure I got everything as soon as 
it came. 

3. The company has no right to 
character over other 
things to justify dropping me now. 

But the company pointed out: 

1. Its responsibility is ended once a 
telegram is given to Western Union to 
be delivered. 

2. Virgil showed a callous disregard 
for his obligation to make sure that 
a recall telegram would reach him 
promptly. 

3. This was in keeping with his gen- 
eral attitude toward his job, which left 
much to be desired. He’d been found 
drinking on the job, and had refused 
work on more than one occasion. Also, 
he’d been surly and argumentative. 


assassinate my 


Was the Employee: 
RIGHT (1 WRONG ( 


WHAT ARBITRATOR ROBERT 
FEINBERG RULED: “The Umpire 
believes that reasonable cause did exist 
in this case for Virgil’s failure to report 
in accordance with the recall notice. 
The evidence does not support the com- 
pany’s contention that he manifested a 
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l CYLINDER 


stencil, DUPLICATOR 


prints with paste ink through silk screen 
...Guplicating with a “PRINTED LOOK” 





This remarkable development in “office printing” 
combines the simplicity of the stencil duplicator 
with the automation and quality of the 

modern printing press—producing 

amazing print-like results. Undreamed 

of economies are possible in the 

production of your own forms, price- 


lists, bulletins and even illustrated 

catalog pages. Instant color 

changes and spotlessly clean 

operation. A GESTETNER costs no more , 


: ‘ 
Mempordinary duplicator. | GESTETNER DUPLICATOR CORPORATION 


— | 216-222 Lake Avenue 
| Yonkers, N. Y., Dept. 158 
Send Details and Samples 











World's First and Foremost Manufacturer 
of Duplicating Equipment Since ... 1881 





The experienced buyer and user of office equipment has long since dis- 
covered that the inventors of a given process or machine usually have 
the skill and know-how to produce the best end result. 


GESTETNER is the world’s FIRST Stencil Duplicator. 
GESTETNER is the world’s FIRST Dual Cylinder Stencil Duplicator. 
GESTETNER is the world’s FIRST Silk Screen Stencil Duplicator. 


GESTETNER is the world’s FIRST Printer’s-Style, True Paste-Ink 
Stencil Duplicator. 


GESTETNER IS THE WORLD’S FIRST AND LARGEST MANU- 
FACTURER OF DUPLICATORS. 


For More Information Circle No. 415 
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. “i Sold ‘and serviced in more than 100 countries. 
international Export offices: Atvidabergs, Stockholm, & Original-Odhner, Gothenburg, Sweden 


i, 


{ 








forever 25 a long, long treme... 


We are not suggesting that Swedish-made Facit and Odhner Business 


Machines will last forever—but—Here’s what our dealers are saying: 


Take Milwaukee, for ex- 
ample. Mr. W. J. Crowley 
of Crowley, Inc., writes, 
‘No Facit or Odhner ma- 
chine has ever been turned 
in anywhere in this terri- 
tory.” As far as we know 
this is true of all other 
territories too. 


Denver, too. Mr. Louis 
Santangelo, J. S. Stahl Co., 
Denver, Colorado, reports, 
‘“Facit and Odhner ma- 
chines are tooled and pro- 
duced with such precision, 
it is not surprising they last 


and last and last.”’ 


Why not find out for yourself the many, 


many reasons why a Facit Calculator or 


an Odhner adding machine is exactly 


the machine you need—for every 


detail on our quality line, write: 


FACIT, INC., 404 FOURTH AVE., NEW YORK 16, N.Y. 


235 MONTGOMERY STREET, SAN FRANCISCO, CALIF. 


Pioneering in Calculators since 1884, Manual and Electric. 


See your Classified Phone Book or write above address. 


And Reno. Mr. Norman 
Harper, Associated Busi- 
ness Machines, Reno, Ne- 
vada, states, ‘“‘As far as we 
are concerned, the Facit and 
Odhner machines we've 
placed throughout our ter- 
ritory will still be operating 
when the next century rolls 
around,” 
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callous disregard of his obligation to be 
available for recall notices. He did in- 
form his landlord that he desired to 
receive his mail promptly. The other 
evidence is irrelevant—except insofar 
as it indicates to the Umpire the real 
motive for the company’s action. Virgil 
must accept some responsibility for his 


failure to receive the telegram. More 
care might have been exercised by him. 
Also, the company should not be penal- 
ized for circumstances beyond its con- 
trol. Justice would be best served by 
reinstating Virgil to his job with full 
seniority rights but without any back 


” 


pay. 


Can a Senior Employee Whose Job Is Eliminated 


Claim a Junior Employee’s Higher-Rated Job? 


What Happened: 


Jane Venner’s job was done away 
with. She was given two weeks’ notice 
and told to exercise her seniority. She 
asked to displace an employee with less 
seniority in a higher-rated job. The 
company said, “No!” Jane could only 
displace a junior employee in a job on 
the same or a lower level. But Jane 
wouldn't take “no” for an answer. She 
argued: 

1. There’s nothing in the contract 
about not being able to “bump” into a 
higher position. 

2. The company’s decision interfered 
with her seniority rights. 

The company answered: 

1. The contract says nothing about 
being able to “bump” into a higher job. 
It says “another” job, and that has 


always been taken to mean on the same 
level or a lower level. 

2. Any other interpretation would 
make hash out of a company’s promo- 
tion policy. 


Was the Company: 


RIGHT | WRONG 
WHAT ARBITRATOR HIRAM 
HALL RULED: “The basic soundness 
and application of the downward move- 
ment doctrine and its corollary rule of 
non-promotion in lieu of lay-off, is dem- 
onstrated by a number of arbitration 
decisions in similar cases. These de- 
cisions say in effect that ‘displaced em- 
ployes may not use seniority to move 
to a higher classification in the absence 
of a vacancy.’ Permitting displaced 
workers to ‘promote themselves’ by 
bumping incumbents out of higher 
rated jobs is one of the ways in which 
existing seniority relationships could be 
seriously disrupted. It would make a 
shambles out of the job classification 
system and would create a maze of in- 
consistencies with resultant grievances. 
The grievance of Jane Venner is 
denied.” 
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“Over my dead body — it's our 
last copy !' 


Verifax Copying keeps your files intact — lets everyone have copies, too 


Down to last carbon? Need extra mail without dictation and typing 


copies? You don’t have to retype 
when you have a Verifax Copier. 

In one minute your secretary can 
whisk out 5 completely accurate 
copies of anything in your files—any- 
thing that crosses your desk. Cost: 
just 24%¢ each. Learn how Verifax 


... does away with “I quote” memos! 


Free—new Don Herold booklet. Famous 
humorist offers laughs—and work-saving tips 
—for bosses and secretaries on every page. 
How to end “quoting” habit « How to do 
“all-day” retyping jobs in 20 minutes + 
How to make an offset master in 1 minute. 
Mail coupon, Or call Verifax dealer, listed 


in “yellow pages” under “Photocopying.” 


[erifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 


copying lets you answer half your 


Price quoted subject to 
change without notice. 





EASTMAN KODAK CO., Business Photo Methods Div. 
343 State Street, Rochester 4, N. Y. 213-9 
Gentlemen: Please send free copy of Don Herold’s 
new booklet “How I Learned the Verifax of Life.” 
ONLY $148 Po es Kodak’s Name Position 
new Verifax Signet Copier 
makes 5 copies in 1 min- 
ute for just 24%2¢ each. 
Thousands in use. 








Company 





Street 





City 
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is the word for 


METAL-LUX 
deluxe clerical posture chair 


There is “executive distinction” in every line of 

this chair, from its foam rubber back-rest and Latex 
“Breathing Comfo-Cushion” seat to its streamlined 
swivel base. It has no equal for posture comfort and its 
good looks excel anything ever created in metal. 

Here is a chair which “belongs” where only the 

very best is desired. It’s the chair that builds customer 
good-will for you. Write for complete details now 

this perfection in posture can be the most 

profitable chair you've ever offered 


%s there is nothing finer in metal 


MILWAUKEE METAL FURNITURE CCMPANY 
101 N. Campbell Ave., Chicago 12, Illinois 
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More-Workers Now 
Hold Down Two Jobs 


OONLIGHTING, or holding down 

two jobs at once, is increasing 
and there are several million moon- 
lighters in the country today. The moti- 
vation in almost all cases is the desire 
for additional income to offset the high 
cost of living, but the National Indus- 
trial Conference Board discovered that 
aiding and abetting the practice is the 
five-day 35 to 40-hour work week, and 
the extension of automation. Workers 
have the necessary leisure and vigor to 
hold down two jobs. Added to these in- 
centives is the tight labor market which 
offers workers so many job opportuni- 
ties. 

The Conference Board questioned 
25 representative companies about the 
situation. Fifteen described its effects 
as “not serious”; five said it was a 
“minor headache” and the remaining 
five felt it to be a “fairly serious” prob- 
lem. One firm said that, to the best of 
its knowledge, it had no moonlighters. 
At the other extreme, three executives 
estimated 25% of their production 
workers had second jobs; two firms re- 
ported 20%, and two others 10%. One 
said that 50% of its highly skilled work- 
ers had double employment. Among 
40-hour week, 
moonlighting was put at 8%; among 
those working a shorter week the esti- 
mate climbed to 14%. 

While most frown on 
moonlighting or attempt to forbid it 
entirely, they do not always know if 
and where it exists. Some firms are in- 
clined to tolerate or ignore the practice 


employees working a 


companies 
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cUT 
PAPER HANDLING 
COSTS with 


TKWIK 


The modern, easy way to 


SORT, COUNT, FILE 


Now you can reduce the high cost of paper 
handling. nay "ge ag Ll find a oper- 
ators can do the job much faster and easier 
FASTER POSTING Clerical costs go down—clerical production goes 
up 
Greaseless and stainless, SORTKWIK creates 
an invisible. tacky film on the my and speed 
of paper handling is limited only by the dexter- 
ity of the operator. 
Recommended by dermatologists, SoRTKWIK 
ain is ee yt c, was a — y, eliminates irn- 
tation of clumsy rubber ers or unsanitar 
FASTER COUATING fo wart : 
So by thousands in banks, insurance com- 
panies, department stores and general offices 
throughout the country. 


@ Just rub SorTKEWIE thoroughly between 
thumb and forefinger until dry. One application 
is long lasting 


ASK YOUR STATIONER 
FOR SORTKWIK OR 
—- MAIL COUPON TODAY ————=9 


LEE PRODUCTS COMPANY name 


DEPT. 0-9, 2736 Lyndale Ave. So. @ Mpls. 8, Minn. 





Company. 





(_] Please send me 2 regular size containers for 
$1.00 postpaid. Street 


(_] I would like additional oie @ 50c 
each. I enclose $. City 


For More !nformation Circle No. 246 
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thanks to XEROGRAPHY... 


A NEW DIMENSION: continuous, high-speed copying 
fast...clean...versatile...economical 


New Copyflo® Continuous Printer copies 
documents either from the original or 
from’ roll microfilm. It will turn out 
beautifully clear, right-reading prints as 
sharp as the original on a continuous roll 
of plain, unsensitized paper at the rate 
of 20 feet per minute. 

Here are but a few uses of the new 
Copyflo Continuous Printer. . . 
Insurance Companies: policy applica- 
tions, medical forms, history record cards. 
Industrial Companies: engineering draw- 
ings, letters, parts and inventory lists, 
security records, contracts, specifications. 
Title Companies: titles, abstracts, etc. 
Commercial Reproduction Companies: A 
new, low-cost reproduction service of 
many applications. 


Transportation Companies: waybills, cor- 
rection statements, statements of differ- 
ence, tracers, claims, ICC copies, govern- 
ment regulations. 

Banks: checks, statements, facsimile 
signatures, reports. 

It will pay you to investigate the many 
advantages of this new continuous print- 
er. Write for descriptive folder. 


THE HALOID COMPANY 
57-99X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U. S. cities and Toronto 


HALOID 
XEROX: 
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as long as it does not get out of hand. 
A few companies expressed a willing- 
ness to hire men even when it was 
known they were employed elsewhere. 

Moonlighters come to the attention 
of management in many ways. They 
may show excessive absenteeism and 
their work may suffer in quality, quan- 
tity, or both. They may become in- 
volved in accidents. Instances of moon- 


ployee application blanks and hand- 
books. Cooperation with other employ- 
ers in the area is suggested and, of 
course, keeping a sharp eye out for 
early signs of moonlighting in individ- 
ual cases. Working with and through 
unions helps control moonlighting, too, 
because union leaders are as much 
opposed to the practice as are company 
executives. 


lighters making 
trouble with other 
employees were 
reported. The 
man working day 
and night is likely 
to become irri- 
table through lack 
of sleep; he may 
shirk his part of 
the job; he may 
ask others to cov- 
er up for him, 
etc. 

A consensus of 
suggestions for 
controlling moon- 
lighting, compiled 
from the board’s 
study, stresses the 
importance of 
establishing com- 
pany policy. State 
whether employ- 
ment is permitted 
and, if so, how 
much and under 
what circum- 
stances. Explain 
company policy 
to job applicants 
and include a 
statement in em- 
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against fraud 





AMERICAN 400 
PORTABLE ELECTRIC PERFORATOR 


For two reasons, modern business is enthused about this modern 
version of an old device. First, there is the speed and convenience 
of the American 400 Portable Electric Perforator. Second, once 
this machine cancels, dates, numbers, validates, voids or receipts 
an item, the clear crisp record is as unalterable and permanent 
es the paper itself. 


The American 400 perforates thousands of items an hour. Opera- 
tion is by automatic paper trip. The 400 is quiet, powerful, 
handsome, and occupies a space of only 6'/2 by 13 inches. You 
have a choice of 1, 2 or 3-line perforation, with fixed first and 
third lines, and changeable dates, numbers or other copy on 
middle line. A pioneer in the field since 1910, American makes a 
full line of perforator models. Write for literature. 


HELLER ROBERTS 


Manufacturing Corporation 


- AMERICAN PERFORATOR DIVISION 
: 700 Jamaica Ave., Brooklyn 8, N. Y. 
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Bell Labs Device 


Transmits Data at 


1000 Words a Minute 


EXPERIMENTAL 


device 


N 
which will enable office machines 


to “talk” directly with one another at 


a speed of about 1,000 words a minute, 
has been developed by Bell Telephone 
Laboratories. Printed material could be 
sent like used for 
telephone purposes, but at a speed 16 
times that of 
writer systems. 


over lines those 


conventional teletype- 

This new device, tentatively called a 
data subset, is designed to give accurate 
transmission among wide varieties of 
information processing machines such 
as electronic computers, electric type- 
writers or adding machines. Transmis- 
sion of the data is automatic and voice 
communication can precede or follow 
the operation. 

Information is placed on magnetic 
tape by an electronic computer, electric 


158 


typewriter or other machine. The chief 
advantage of magnetic tape is that its 
speed is easily adapted to match the 
speed with which the signals can be 
sent over telephone wires. It also has 
the advantage of quiet operation. After 
preparation, the tape is inserted into 
the data subset machine. The person 
sending talks by telephone with the 
person on receiving to notify him that 
the message is to be trausmitted. The 
recipient turns on a receiver mechanism 
and the sender starts transmission. An 
automatic when the 
is completed. The per- 
son on the receiving end removes the 
tape and inserts it in an office machine 
for decoding. On an electric type- 
writer, for example, the mechanism 
could be arranged to type out the 
message automatically from the magne- 


signal indicates 


taped message 
e 


r 
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VERTI-FILE 


DELUXE METAL FURNITURE CO. 


STRUTHERS STREET 
WARREN, PA. 











DO | [Tots |S | E 


the new, accepted 
a | system for filing 
active records 


One of the truly modern advances in office procedures is that of 
open shelf filing. By taking advantage of such progressive tech- 
niques as terminal digit filing, more active records can be kept in 























less space than ever before possible. With the Deluxe Verti-file, 
you not only save floor space, but your cost per filing inch is only 
one-third the cost of conventional drawer files. 


LOOK AT THE ADVANTAGES OF OPEN SHELF FILING 


c 


e Saves 33':% of the cost of standard drawer files 

100% increase in file capacity 

Unlimited visibility and accessibility to files. 

Saves up to 60% in valuable floor space 

Reduces the number of file clerks usually required 

Wide use in commercial-institutional and industrial offices 
Reduces employee fatigue and increases filing accuracy 

Faster, more efficient filing—less walking, no drawers to open 
No need for step stools—easily accessible 


VERTI-FILE CONSTRUCTION FEATURES AND DIMENSIONS 


e Shelves and dividers can be easily adjusted without tools 
e Complete cabinet structure affords maximum folio protection 
e CHEM-A-COTE baked-on enamel finish 
Bottom shelf 6” off floor, protects folios from wet mopping 
36” wide, 91” high, 14” deep @ Net weight: 200 Ibs. 
Capacity: 247 filing inches 


MAIL CARD TODAY FOR 





BROCHURE ON VERTI-FILE 


DELUXE METAL FURNITURE COMPANY 
WARREN, PA. °« 4A Division of the Royal Metal Mfg. Co. 
































GENTLEMEN: Please rush to me without obligation your Verti- 


File brochure form 410. | am interested in learning how Verti- 
File can step up the efficiency of our active filing records. 


NAME 


ORGANIZATION 


ADDRESS 
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VERTI-FILE 





DELUXE METAL FURNITURE CO. 


STRUTHERS STREET 
WARREN, PA. 
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J. E. Schwenker 
and W. Kaminski 
testing Bell Tele- 
Phone Laborato- 
ies high speed 
‘ta ~— transmitting 
sad receiving 
fipment. Final 
del will be 
ich smaller than 
is experimental 
quipment, 


tape. This would be set for the 

-d of the typewriter and could be at 
‘faster speed than a typist could 
yin. 

‘0 =provide essentially _ error-free 
asmission, extra error-checking equip- 
‘nt can be added. In the event of a 
sturbance in transmission, the re- 
vin.” equipment will then reject the 
tion of the transmission affected 
! automatically cause it to be re- 
ismitted. 

»resent laboratory models are about 
% size of typewriters. If they were 

neered for maximum compactness, 

could be made considerably 
iller. The small size is made possible 
the use of transistors, semiconductor 
des and ferroelectric crystals. By the 

of transistors, the machine is 1/20 

size required by vacuum tubes. 

{n many instances, there is no 
gency requiring that data be sent at 
000 instead of 100 words per minute. 

But, for a given amount of information, 
the machine reduces drastically the 
amount of time the telephone line 
would need to be used. Equipment 
could be set up to function in off-peak 
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telephone traffic hours. For example, 
the subset could transmit over one line 
from 5 p.m. until 9 a.m. the following 
day the equivalent output of some 30 
expert typists typing at full speed for 
eight hours. 

Typewriter preparation of the magne- 


tic tape is only one of many methods 


which could be employed. Complex 
business machines would perhaps find 
greater use for this type of transmission 
system. For instance, a bank might 
employ an electronic computer to com- 
pile account numbers, deposits, with- 
drawals and balances. By placing the 
data on magnetic tape, the bank could 
quickly send the information to one or 
several branches simultaneously. 

The efficiency of many office systems 
is limited by the relatively slow methods 
of sending the information from one 
machine to another. With the data sub- 
set, a transmission system will be avail- 
able to meet the rapid pace set by 
electronic data processing. Most present- 
day office machines could be modified 
to produce the required magnetic tape. 
For more information on the data sub- 
set, Circle No. 108. 





Duplex Electric Model 912 ED/a-(lilustrated) 
features extra ‘Memory’ register, Automo! 
Accumulation, Subtraction and "Full Ce 

but represents no greater investm 
than other ordinary sinc j/ 
register machine;, 


LTS 


billing, sales analysis an 
- RAPID ADDERS 


statistical wor, 


Unrivaled for payro! 


-HAND OPERATED CALCULATORS 
> SIMPLEX ELECTRIC CALCULATORS 


* DUPLEX ELECTRIC 
CALCULATORS 


Control Systems, Inc. 
PLUS COMPUTING MACHINES DIVISION 
5 Beekman Street, New York 38, N. Y. 


Telephone: REctor 2-0045 


For More Itrformation Circle No. 259 
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the till, with this 


BIG PROFIT item... 


Alean. Write 


\ BALL PENS 


Klean Write Ball Pens, \ 


the world’s finest “ 
“throw-away”’ pens actually 


sell themselves... here’s why: 








@ Each pen is guaranteed to write for 
over two miles. 


@ No refills are necessary. 


@ Precision made medium or fine-line points 
for extra sharp writing. 


@ Instant flowing, instant drying ink. 
@ Produces permanent, non-smudging copies. 


@ Ink colors are available in blue, 
black, red, green or brown. 

@ Special pens are available 
for photo reproduction, blueprints, 
multilith, thermo-fax, offset use... 
for marking laundry and dry cleaning. 


Cash in on this big selling 
item... there’s a full 


profit for you in every sale! 


Executive Fine Point Pen, 49¢ retail 


Premium Medium Point Pen, 39¢ retail 

Dealers: Write today for your 

dealer discount. Fill in the coupon To: FRANKEL 

4 MANUFACTURING CO. 


for your trial order. 
285 Rio Grande Bivd. « Denver 23, Colorado 


See you at the NSOEA Convention in Chicago. Look for us 


in Booth 42...and see why Frankel means quality. Please send me a trial order of the Klean Write Ball Pens. 


Under your guarantee of complete satisfaction. If | am not 
100% satisfied, | can return the order and receive full credit. 


FRANKEL ee 


Nome- 


MANUFACTURING COMPANY poress 


For Over 50 Yeors Manufacturers of Famous Klean Write Stencils 
285 Rio Grande Boulevard « Denver 23, Colorado 
For More Information Circle No. 434 
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EMMERI 
MEANS 

SPEED. 
PEEL 
BEATS 
DEADLINES! 


EMMERT MICRO-DRAFTERS 








ACCURACY, SPEED, DURABILITY, SIMPLICITY 


. all you demand in a precision drafting instrument are the 


dominant features of the EMMERT Micro-Drafter. 


Extensive, on-the-job, research in drafting de- - 
partments has demonstrated that EMMERT Micro- 
Drafters add one extra hour of production to every 
eight hours worked ... without speed-ups. 

These highly versatile units may be mounted on 
any standard drawing board. Write for a demon- 
stration today. 


Address inquiries to Emmert Mfg. Co., Dept 0, Waynesboro, Pa. 


ee, ee ee) ae 


DRAWS THE ACCURATE LINE 
EMMERT MANUFACTURING COMPANY 
WAYNESBORO © PENNSYLVANIA 


For More Information Circle No. 276 
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You Can't Shoot Par With ONE CLUB but .. . 
ONE MACHINE does all your Photo-Copying Work 


hunter cus) 


HeccoKwik photo-copyists 
Copy Any Mark on Any Paper 


There’s no limit to what you can 
copy with the Hunter Cub photo- 
copyist. Print it—type it — hand- 
write it — blueprint it — and the Cub 


will copy it just the same. 

Facsimiles are clear, sharp, perfectly 
defined. You get a finished, dry copy 
in 30 seconds. The Cub works any- 
where — no darkroom needed. With 
20 minutes instruction, any girl can 


This new low-priced Hunter model 
makes photo-copying a profitable in- 
vestment for even the medium-sized 
office. All-metal, all-electric, built by 
the company that pioneered photo- 
copying in the U.S.A. 


operate it. And Hunter’s new Auto- 
Feed (optional) gives you a prac- 
tically self running machine. Both 
the Cub and its papers are American 
made —no dependence on imports. 
Priced at only $195, the Cub will 
say for itself almost before you . 
A you have it. It saves the time Hunter Phote-Copyist, Ine. 
wasted when copies are typed — the GAS 39 Spencer St., Syracuse; N. Y, 
money wasted when work is sent srobuctso/ | Gentlemen: 
out. A demonstration will prove that 

: : I " 
you need this one-machine photo- PIONEER | 7 . Hunter Cub dem 
copy department in your office now. Nie I onstration in my office. 
Clip the coupon today! 


CLIP TO YOUR LETTERHEAD: 


For More Information Circle No. 258 
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4 MILLION SALESMEN* 
WRITE ORDERS 

WITH US__VET 

they don't 


even know 





our name! 





Order-book carbons that imprint clean, clear, crisp copies avoid costly 
mistakes in shipments and billing, keep customers and salesmen happy. 
To ensure constantly satisfactory performance, the makers of America’s 
best-selling carbons depend on Schweitzer’s high-quality carbonizing 
papers. Schweitzer papers—best by test for absorbency, strength, 
purity, and uniform texture—guarantee the perfect marriage of fine 


carbon inks to fine paper. 
*(Saleswomen, too!) 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INC. 


World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 


Adills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. * Mt. Holly Springs, Po. 
For More Information Circle No. 266 
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. . and ; : 4 a A yy 
final instantly. @ o 
100K Bing fp ing 


It's as if your 


hands have eyes. | Ma 
CEL-U-DEX 


TRANSPARENT, INSERTABLE INDEX TABS 


CEL-U-DEX insertable 
index tabs remain up- 
right, colorful, easy to 
spot. A quick finger-tip 
run down a row of tabs 
and - Presto - the wanted 
folder. Refile as quick- 
ly. Efficiency is way up, 
time is saved and costly 
tabbed pressboard 
guides and die cut fold- 
ers can be eliminated. 

Manufactured in 6” len- 
gths, CEL-U-DEX tabs 
may be readily cut to 
size required. Available 
in 8 transparent colors 
and 1, 2 or 3 typewriter 
line exposures, they per- 
mit filing flexibility 
limited only by the 
user’s needs. Ask for 
CEL-U-DEX by name. 
The best costs no more. 


Write for sample and literature. 
At stationers everywhere. 


CEL-U-DEX CORPORATIUN 


NEW WINDSOR, NEW YORK 


For More Information Circle No. 216 


Ls 
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DUPLICATING PROCESS 


Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N. Y., announces its Transo- 
graph Process for use with all existing 
spirit duplicators. It completely eliminates 
all spreading dyes common to regular hec- 
tograph. Three basic components make up 
the process: Transograph Transfer Sets, 
Transograph Fluid and Transograph Copy 
Paper. The Transograph coating is com- 
pletely void of any usual hectograph dye 
tor absolute cleanliness in handling. Dupli- 
cated image is formed only when the three 
component parts are united. Bichemical 
action allows the image to penetrate into 
copy paper, forming a substantially perma- 
nent, lightfast, waterfast record. The proc- 
ess is used in the same manner as conven- 
tional spirit hectograph. No special ma- 
chine parts or modifications, or additional 
training are necessary. Transograph Trans- 
fer Sets may be prepared by all present 
methods such as printing (kiss and im- 


press), typing, tabulating, writing, ruling 
and drawing. The pressure of the image 
forming device is of minor importance, 
lending greater working tolerances to 
printer, tabulator operator and _ typist. 
Transograph Sets in continuous form may 
be used on typewriters without sprocket 
feed devices. Normal pressure feeds may 
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be used without transferring color, since 
there is none to be transferred. Tele- 
typewriter operators can handle Transo- 
graph rolls without a trace of dirt. Sprocket 
punched continuous forms may be placed 
in a tabulator with no dirt or contamina- 
tion to interfere with machine’s mechanism 


Transograph per- 


or operator’s temper. 
mits at least 100 clean, legible copies from 


a single writing. Masters and copies are 
resistant to change by light and tests prove 
Transograph’s relative resistance to effects 
of water. Shipping labels withstand spread- 
ing when exposed to water, and fading by 
bright sunlight. Users of spirit duplicators 
can make an easy transition to this clean 
method. For More Information Circle 
No. 131. 


CALCULATOR TAPE PUNCH 


Comptometer Corp., 1724 N. Paulina 
St., Chicago 22, Ill., announces a tape 
punch which instantly converts calcu- 
lator results into punched paper tape, ready 
to be fed into processing machines with 
tape-reading mechanisms. To further speed 
operation, the machine has a program 
board which automatically punches con- 
stant data, such as code numbers, into the 
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tape, freeing the operator to do actual 
calculating. Included in the machine’s 
field of use are sales analysis, labor distri- 
bution, accounts payable, expense distribu- 
tion, back-order control, inventory control 
and integrated order billing. The tape 
punch uses a 5, 6, 7 or 8-channel paper 
tape and is actuated by a Customatic 


Comptometer on which the operator per- 
forms calculations as in normal use. In- 
stead of writing her answer on paper, the 
operator presses a key and the answer is 
automatically punched in the tape which 


can then be fed into a tape-to-card con- 
verter for subsequent automatic re-use on 
data processing equipment, or it can be 
fed into a Teletype for automatic wire 
transmission to other offices. The device 
eliminates the costly and time-consuming 
key punch operation otherwise necessary 
to put calculations onto tabulating cards. 
It also eliminates the chance for human 
error in transcribing and verifying figures. 
Through the program board, the tape 
punch can enter constant data into the tape 
without extra effort by the operator. For 
instance, in preparing figures for labor 
distribution, it may be necessary to enter 
job numbers, shop number and other fig- 
ures on the tape. This information can 
be wired in advance, and will automati- 
cally read-out into the tape in proper se- 
quence when the operator presses the read- 
out key. Up to 102 program steps may be 
used for each read-out seauence. By 
using interchangeable program boards, the 
tape punch can be instantly converted 
for any program. Where only minor pro- 
gram changes occur, or where they are 
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infrequent, the wiring of a fixed program 
board can be easily modified by hand. The 
calculator can be used independently of 
the punching unit at any time, and may be 
disconnected for portability. For More 
Information Circle No. 120. 


GUMMED COPYING PAPER 


Minnesota Mining & Mfg. Co., Dept. 
§7-274, St. Paul 6, Minn., makes gummed 
and perforated Thermo-Fax copy paper 
on which master address lists can be auto- 
matically copied to make as many as 150 
mailing labels per minute. Designed for 
such use as addressing direct mail pieces, 
letters, literature, packages and anywhere 
a repeat mailing list is used, the buff-col- 
ored paper makes errorless, dry copies 
ready for immediate use. Master list is 
retained in the file for unlimited use. 


When a mailing is to be made, the master 
list (on ordinary typing paper) is placed 
on top of a sheet of the gummed and per- 
forated copy paper and inserted in any 
Thermo-Fax copying machine. An exact 
copy of the original full page emerges in 
approximately four seconds. Labels are 
then separated and applied to mail. The 
paper is designed for use either as a com- 
plete mailing system or as a supplemen- 
tary function of an existing program. This 
brings to seven the number of Thermo- 
Fax copy papers available: white, pink 
buff, green, yellow, ledger yellow and 
gummed-perforated paper. Available in 
two standard sizes, 84%” x 11” and 8%” 
x 14” or special sizes upon request, the 
new paper can be pre-printed with firm 
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name or return address. Standard size 
labels are 2%” x 1” and perforation sizes 
can be varied to meet individual needs. 
Gummed but unperforated paper is also 
available. For More Information Circle 
No. 195. 


FILE-BINDING SYSTEM 


Planatolwerk W. Hesselmann, Rosen- 
heim-Thansau, Obb., West Germany, 
makes the Planax system for binding cor- 
respondence and records. This is said to 
save up to 50% in file space and 70-80% 
in records management costs, especially 
where standard letter files are used. The 


stitchless binding, using a new high quality 
cold plastic glue (available in colors), is 
also used in office duplicating and printing 
departments to bind catalogs, booklets, etc. 


Equipment necessary is a small binding 
machine, jogger and infrared dryer. Binder 
handles paper, cards, punched loose leaf 
sheets and all types of paper records and 
documents. Jogger aligns papers for bind- 
ing, spreading those of various sizes to 
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line up the binding edge and produce a 
bound volume with a uniform back. After 
the special glue is applied, it is quickly 
dried in the dryer. The Planax system 
can be introduced gradually or completely 


without interfering with systems already 
in use. Final result is an attractively fin- 
ished, flat-opening, bound book of records 
or other material. Bound filed materials 
are safer, and the system is meeting wide 
acceptance in Europe. For More Infor- 
mation Circle No. 169. 


MULTIPLIER 


Olivetti Corp. of America, 580 Fifth 
Ave., New York 36, N. Y., announces the 
Olivetti Multisumma which automatically 
multiplies, adds and subtracts, and can 
combine these operations to eliminate re- 
entries. All elements of the calculations 
are printed on tape and identified by sym- 
bols. Totals and subtotals are printed in 
red. This printed record can be quickly 
checked, audited and retained for future 
reference. The machine features automatic 
short-cut multiplication and no position- 
ing is required. Subtraction is direct; 
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credit balances are automatic. The Multi- 
summa will calculate invoices, payrolls, 
mark-ups and percentage discounts (the 


latter is performed by a discount key). 
Other features of the Multisumma are the 
fast 10-key keyboard; double and triple 
zero keys for faster entry of ciphers; sepa- 


rate multiplication keyboard; non-add key 
for printing date or reference numbers; 
column indicator; backspace and keyboard 
clearing keys; repeat key. Capacity is 10 
columns entry, 11 columns total. Priced 
at $475, it is also a 10-key adding ma- 
chine. For More Information Circle No. 
129. 


PHOTOCOPIER 


Copy-Craft, Inc., 105.Chambers St., 
New York 7, N. Y., announces the 15” 
Combination Model 6330 Photocopier 
which operates with papers of all speeds 


under any lighting conditions. A letter 
size sheet passes through it in only nine 
seconds. Operating mechanism remains 
enclosed even when lid is removed to 
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change liquid, because developer tray slips 
out for easy filling and cleaning while inner 
cover protects printing section and electri- 
cal mechanism. Switch provides light of 
two different strengths and dial permits 
variation of either two primary light 
sources. This assures perfect exposure for 
copies up to 15” wide and any length. For 
More Information Circle No. 140. 


ADDRESS-PLATE CARDS 

Addressing Machine Co. of California, 
667 Mission St., San Francisco 5, Calif., 
announces that Quik-Kards, formerly fur- 
nished in fan-fold packs, are now in rolls. 
Users report that the cards in rolls handle 
better and feed through Addressograph 
machines easier. The carding is in one 
continuous strip with no breaks—1,000 
cards per roll. When feeding the cards 
automatically, the strip will not break acci- 
dentally. Quik-Kards are made in 12 sizes 
to fit all popular styles of Addressograph 


frames. There is no need to waste time 
setting up the lister attachment of the Ad- 
dressograph. The cutting operation is elimi- 
nated as Quik-Kards are torn apart at the 
perforation after the cards are inserted into 
frames. Fumbling with small cut cards is 
eliminated. The next card does not have 
to: be picked up because it is already in 
your hand. Quik-Kards do not get out 
of order and the time of checking cards 
against plates is saved. Plates with wrong 
cards do not get misfiled. Quik-Kards are 
precision made so that plate jams in Ad- 
dressograph machines caused by inaccu- 
rately cut cards are eliminated. Trial offer 
available to Addressograph users. For 
More Information Circle No. 145. 





2-STATION INSERTING & 
MAILING MACHINE 


Inserting & Mailing Machine Co., Phil- 
lipsburg, N. J. has developed a two-station 
inserting and mailing machine especially 
designed to meet the needs of banks, 
insurance companies, utilities and general 
businesses. The new machine will insert 
bills, statements, premium notices, ac- 
counts receivable checks, prospectuses, 
payroll checks and other related forms. It 
can also handle multiple sheet enclosures, 
as a statement or invoice collated with 


carbon copies. A positive detection sys- 
tem prevents skips, jams and double feeds. 
Smaller than the average desk, the new 
machine performs eight operations in a 
continuous sequence. It gathers enclo- 
sures, opens flaps, stuffs, moistens, seals, 
prints indicia, counts and stacks. One op- 
erator can handle the entire operation. 
The machine is rated at 6,000 finished 
pieces per hour. Vacuum feed permits 
handling of most any type and weight of 
paper, including coated and glossy and 
ripple finishes. Full details are available 
in an 8-page brochure titled “New 2-Sta- 
tion Phillipsburg”, now on the press. For 
More Information Circle No. 101 
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PHOTOCOPIER 


Cormac Industries, Inc., 80 Fifth Ave., 
New York 11, N. Y., makes the Coronet 
photocopier which will make a standard 
copy in less than 15 seconds and has a 
maximum copying width of 1834”. It re- 
produces in black-and-white everything that 
can be seen on the original including 
fountain and ballpen inks, colors and spirit 
duplicating. A Micro-Dial control reduces 
about 80% of exposure setting errors. 


Trap automatically guards against acciden- 
tal paper insertions. Simplified access to 
exposure section allows easier inspection 
by servicemen. Dynamic production gear 
for high-speed volume copying allows turn- 
ing out more than 2,500 letter-size copies 
in one eight-hour day. The basic diffusion- 
transfer process common to all Cormac 
models remains unchanged. This delivers 
dry, permanent copies. Copies on all Cor- 
mac machines can be made anywhere, un- 
der any light. The Coronet is 10” x 2514” 
x 111%”, weighs 38 Ibs., costs $478 f.o.b. 
above. For More Information Circle No. 
155 


ADDING MACHINE 


Typesales, Inc., 419 Broome St., New 
York 13, N. Y., announces the new Bruns- 


viga 10-Key Adding Machine with 10 
columns, totaling 11. It has single and 
double space printing mechanism and 
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prints credit balance and subtraction in 
red. Other features include direct opera- 
tion selecting keys, multiplication key, cor- 
rection key for individual or complete 
clearance, automatic column indicator, uni- 
versal motor for AC or DC. Can be op- 


erated manually if necessary. All parts 


are precision made of top grade hardened 
steel, double-coated with copper and 


nickel, for long, trouble-free performance. ° 


Mechanism is easy to get at for cleaning 
or maintenance. Made in Western Ger- 
many, priced at $299.50 plus Fed. tax. 
For More Information Circle No. 180. 


ZIPPER BRIEF CASE 


Stebco, Dept. E-4, 1401 W. Jackson 
Blvd., Chicago 7, IH., makes the Tufide 
Zipper Brief Case which is an upright brief 
bag with a zipper instead of the conven- 
tional lock flap. A quick zip opens the 
case across the top and all the way down 
one side, bringing all the contents into full 
view and making everything easy to see 
and reach. It is as roomy as the lock flap 
type case, yet weighs less. The extra wide 
center pocket carries catalogs and samples, 
while smaller pockets on either side are 
for order books, correspondence and loose 
papers. A double swing padded handle as- 
sures comfortable carrying. This case is 
made of Stebco’s exclusive Tufide which 
looks and feels like leather but outwears 
leather five to one. Tufide is uncondition- 
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ally guaranteed for five years. The Tufide 
Zipper Brief Case comes in London tan o1 
British brown and sells for about $15. 


Stebco offers a complete line of low-priced, 
five-year guaranteed Tufide Business Cases. 
Custom-designed cases are also made to 
meet specific needs. For More Informa- 
tion Circle No. 156. 


OFFSET COST CALCULATOR 

Kenro Graphics, Inc., Dept. F-9, 25 
Commerce St., Chatham, N. J., offers a 
cost calculator which shows at a glance 
the savings in cost of producing offset nega- 
tives in your own office as compared to 
purchasing them from an outside supplier. 


Data obtained also reveals, by simple arith- 
metic, how rapidly a camera will pay for 
itself through savings in cost of negatives. 
This manufacturer of the Kenro Vertical 
18 camera took into consideration the 





variations in cost of purchased negatives 
which range, in various parts of the coun- 
try, from $1 to $3 for 8%” x 11” size. 
The scale shows the complete cost of pro- 
duction, including labor, and the produc- 
tion time in hours when negatives are pro- 
duced on a Kenro camera. A handy pro- 
portion scale also shows reduction or en- 
largement of artwork in terms of percent- 
age. Of convenient pocket size on heavy, 
plastic coated stock with adjustable slide 
bar containing the data scales, this calcu- 
lator will be helpful to offices operating 
duplicating departments and to lithogra- 
phers and others whose work requires use 
of a process camera. For a free Kenro 
Offset Negative Cost Calculator, Circle No. 
126. 


TABULATING PUNCH 
Royal McBee Corp., Westchester Ave., 
Port Chester, N. Y., announces the Key- 
sort Tabulating Punch, an adding, printing 
punch which automatically punches and 


tabulates quantities and amounts in Key- 
sort cards. Data is entered from a 10-key 
adding machine keyboard. It is simul- 
taneously code-punched in the body of the 
Keysort card and accumulated in the ma- 
chine. All amounts print on the adding 
machine tape. The Keysort grooves along 
the edge of card are unaffected. After 
cards have been Keysorted into desired 
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classifications, they are tabulated by the 
same machine which senses the quantities 
or amounts and automatically adds, non- 
adds or subtracts, as required, printing the 
results on the detail tape. Two quantities 
or amounts may be punched simultane- 
ously. Indicators permit selective punch- 
ing, sensing, reproduce-punching or sum- 
mary punching of the right, left or both 
quantities as needed. Figures up to ten 
digits can be read and processed by the 
machine. Tape totaling capacity is 11 
digits. Gross addition and subtraction can 
be performed. For example, when writ- 
ing sales orders, selling price and cost 
can be indexed and the machine will auto- 
matically compute, print and punch the 
net. The accurate tabulations are printed 
on the tape as a permanent record. For 
More Information Circle No. 163. 


PHOTOCOPIER 
Photorapid of America, Inc., 320 Broad- 
way, New York 7, N. Y., announces the 
Satellite, a budget-priced electric photo- 
copying machine with all features. No 
extra unit is needed to copy pages from 


bound books without removing or damag- 


ing the page. This machine copies under 
any light conditions and there is no limi- 
tation to its copying capacity. It will copy 
anything the eye can see. There is no 
waste of paper and the Satellite copies up 
to 84%" x 14”. Priced at $169.50. For 
More Information Circle No. 161. 
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OFFSET INK SHELF 


Van Son Holland Ink Corp. of America, 
Mineola, N. Y., announces their newly de- 
signed ink shelf which holds 14 ink car- 
tridges and has a convenient holder for 
the Holland ink gun. Shelf unit can be 


either fastened to the wall or placed on a 
table. It is packed in a sturdy corrugated 
box and can be easily assembled in a few 
minutes. Directions and an exploded view 
show method of assembly. For More 
Information Circle No. 189. 


TRACING UNIT 
Ozalid Div., General Aniline & Film 
Corp., Dept. I-9, Johnson City, N. Y., 


offers the Porta-Trace, designed for use in 


a wide variety of operations. For photo- 
graphic work, it can be used for opaquing, 
retouching, stripping-in and viewing trans- 
parencies. For reproduction, it speeds the 
preparation of bristol board originals, off- 
set paper originals, mimeograph stencils, 
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color separations and visual-aid transpar- 
encies. In the drafting room, the Porta- 
Trace is thin enough to be slipped under 
a string type parallel rule on a standard 
size drafting board. Its compact dimen- 
sions permit convenient use under a stand- 
ard straight edge or drafting machine. 
Rubber feet hold it in position, even at an 
acute angle. It can be easily shifted en- 
abling the draftsmen to make drawings at 
various angles. The Porta-Trace facilitates 
tracing sketches and faint blueprints and 
will show up light gray lines and other 
inking defects. It has a shatter-proof opal 
Plexiglas top which gives maximum light 
diffusion with minimum glare. Its flush 
top permits use with drawings that are 
larger than the unit. Can be stored on end 
like a book when not in use. Warm sur- 
face of the Porta-Trace dries ink rapidly 
and its fluorescent lighting prevents over- 
heating. Available with tracing surfaces 
ranging from 10” x 1744” to 23%” x 
354%”. All component parts UL approved. 
For More Information Circle No. 142. 


SPIRIT ADDRESS MASTER 


Master Addresser Co., 6500 W. Lake 
St., Minneapolis 26, Minn., announces 
Press-On Master Patches which, when 
typed with name and address. or other 


repetitive data and tabbed on front or back 
of a ledger or other record card, can be 
reprinted 50 to 100 times over a period of 


years. Thus records and means for print- 
ing addresses can be combined in a single 
file, allowing each record card to write its 
Own name and address on statements, col- 
lection notices, direct mail, etc. Prints are 
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made in the desk size Model 60 Master 
Addresser which is conveniently arranged 
for adding a previous balance as statements 
are addressed. Time required for heading 
monthly statements is usually about 1/3 
of the time required by typing. Each 
Press-On Master Patch has a hinged paper 
flap which covers the address area and 
prevents soiling of hands when preparing 
or attaching the master. After attachment, 
the flap can be torn off or left in place 
for further protection. The system has 
been field tested in the Minneapolis area 
for some months. Users report elimina- 
tion of errors as well as time saving among 
its advantages. A retailer who previously 
addressed statements by hand reported a 
marked improvement in collections. For 
More Information Circle No. 113. 


STENCIL INK APPLIER 


Speedry Products, Inc., Dept. Ol, Rich- 
mond Hill 18, N. Y., makes the Magic 
Marker Stencileer. This 34%” bottle with 
durable felt head affixed to mouth cannot 
spill. The felt head, usable for a minimum 


ses? 


ns 


5,000 impressions, delivers an even flow 
of ink through Capac action. This Speedry 
product eliminates odors and spray mists; 
saves time masking area to be stenciled. 
It is handy in use and makes precise 


strokes. Can be capped when not in use 
and carried in the pocket. Ready for use 
the moment cap is lifted. Stencileer ink 
adheres to any surface; is indelible, water- 
proof, smudgeproof and cannot fade. Ink 
is available in black and colors. Applica- 
tions of the Magic Marker Stencileer range 
from marking shipping crates and uncrated 
finished goods to labeling and signmaking. 
For More Information Circle No. 168. 


CONTINUOUS COPIER 


Haloid Co., 57-99X Haloid St., Roches- 
ter 3, N. Y., announces a variation of the 
XeroX Copyfio continuous printer to pro- 
vide—from one or a series of original 
documents—dry, positive prints up to 11” 
wide at the rate of 20 ft. a minute. This 


is equivalent to a full 11” print every three 


seconds. Reproduction is by xerography. 
The original Copyflo printer, Model 1, 
turned out prints at the same speed but 
from roli microfilm only. The Model 2 
bypasses the microfilm stage by substitu- 
tion of an opaque-head lens arrangement 
that reduces documents as much as 24” 
wide to the 11” width limitations of the 
printer. Smaller items may be enlarged 
up to 200%. A Copyflo Model 3 com- 
bines the microfilm and opaque-head fea- 
tures. In Copyflo Model 2, original docu- 
ments are fed by hand. For repeat copies, 
original may be immediately refed. The 
complete cycle takes only a few seconds. 
All Copyfio continuous printers can proc- 

TH 
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Use 
FIDELITY 


For Thin Letterheads, 
Copies, Records 
and Forms. 


Reduces typing, mailing 
and filing expenses. 





Send for this 
PROVE-IT-YOURSELF KIT 
of Fidelity Onion Skin 


ESLEECK MANUFACTURING CO. 
TURNERS FALLS, MASSACHUSETTS 


The ONLY concern in the United States SPECIALIZING in the 
manufacture of rag fiber ONION SKIN and MANIFOLD papers. 





For More Information Circle No. 435 
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is the word for the 
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The PHOTOSTAT® Masterlith Offset Duplicator 
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Complete ease of operation. One control for 
horizontal positioning of image; one control 
for final vertical positioning. You can do 
either while machine is running. 

A single lever controls dampener and ink 
form rollers. All controls grouped for conven- 
ience — all move to right for increase or start, 
to left for decrease or stop. 


Complete control of paper. T'wo-suction-foot 
automatic paper feeder from tilting paper 
platform with flip-up side and back guides; 
double-sheet eliminator, single pull-out roller 
and center air blower. 

Thirteen tumbler grippers assure positive 
control of paper throughout entire duplicating 


4 cycle. 
Masterlith Complete color change. Entire ink unit (foun- 


tain and all rollers) easily 
removable for color 


Offs et Duplicat or change in two minutes 


no time lost for wash-up. 














Masterlith Supplies, Parts and Service Complete—really complete. The Masterlith does 
are available at these Photostat all the duplicating jobs for which it is sold, 
Corporation Sales and Service = ‘3 oe “ . 
Offices: without “extras” or attachments. The price 


($3150* f.0.b. factory) is the complete price. 


Atlanta * Austin * Boston 
Buffalo * Chicago * Cincinnati Complete service. Photostat Corporation offices 
Dallas * Dayton * Detroit from coast to coast offer a complete line of 
Elmira * Gorham * Harrisburg = offset duplicating plates and supplies. 
Hartford * Houston * Kansas City More important, they offer service of a kind 
that makes your satisfaction complete. 

You can get more information on the 
Masterlith Duplicator — or a demonstration — 
from the nearest Photostat Corporation office. 





Los Angeles * Louisville 

New York * Philadelphia 

Pittsburgh * Portland « Providence 
Rochester * Sacramento 

Salt Lake City * San Diego 

San Francisco * Seattle * St. lLovis *Price and specifications subject 

St. Paul * Washington to change without notice. 

The Whitin Masterlith Duplicator is 

sold and serviced in Canada by Pp H '@) T Oo S TAT Masterlith 
GCealelner (Canada) Ltd., Toronto an pos 


PHOTOSTAT CORPORATION 
P.O. Box 1970 TO, Rochester 3, N.Y. 


PHOTOSTAT Is THE TRADEMARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 346 
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ess continuous paper offset masters in rolls 
at 20 ft. a minute. Masters are then cut 
apart for use on offset duplicators. For 
More Information Circle No. 162. 


ELECTRIC AIR PURIFIER 

Puritron Corp., 15 Stiles St., New 
Haven, Conn. makers of the Puritron air 
purifier now produce the Double Puritron. 
The Puritron — electronically removes 
smoke and odors by cleansing the air, 
washing it with ultra-violet rays, and re- 
moving pollens and allergenic matter 
through a fiberglas filter. The air is then 


released and re-circulated. The freshened 


air has proven helpful to those suffering 
from sinus, asthma, and allergies. The 
Double Puritron has been hospital tested 
and found effective in removing strong 
odors and not merely masking them. The 
Puritron is constructed of heavy gauge 
steel and its simplified design means mini- 
mum maintenance. It is finished in gray 
wrinkle with chrome trim. The Doubie 
Puritron is priced at $69.95 and the single 
model sells for $39.95. For More Infor- 
mation Circle No. 107 


SPIRIT ADDRESS MASTER 


S. & M. Distributing Co., 3875 Garland 
St., Wheat Ridge, Colo., makes Zip-O- 
Riter Zip-Tab address masters which can 
be attached to your present record cards 
for duplicating addresses and creating a 
visible file system. No die-cutting or trans- 
ferring records to new cards is necessary. 
The Zip-Tab has a springy flap which pre- 
vents the carbon from smudging cards in 
the file, and increases the number of dupli- 
cated impressions which can be made by 
keeping the master from the duplicating 
fluid until actual impression is made. The 
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V created by the flap separates the cards in 
the file, allowing several cards to be located 


or read at a glance. The Zip-Tab attaches 


to machine or hand posting ledger cards 
without glueing or moistening and can be 
removed for address changes. 
Zip-O-Riter is 


A standard 


used to address, directly 


from the record cards, on statements, requi- 
sitions, envelopes, etc., at the rate of over 
500 an hour. A Zip-Tab permits five lines 
of typing in a 234”-wide area. Over 50 
impressions can be made from each tab. 
The master can be transferred from one 
file card to another, and used for account- 
ing systems, time cards, payroll, etc. For 
More Information Circle No. 116. 


CARTOON SERVICE 


Cartoons-of-the-Month, Roslyn 3, N. Y., 
supplies a monthly series of original car- 
toons by well known cartoonists for use in 

















house organs and company publications. 
Subscribers receive nine first-run cartoons 
a month in reproduction proof or mat 
form. Cost is based on circulation of pub- 


For More Information Circle No. 330 —> 











The Tetractys and the Divisumma 24 are desk 
calculators completely new in concept, speed and range of use. 
Olivetti Corporation of America, 580 Fifth Avenue, New York. @ | ; ve t ti 











lication with a minimum of $5 monthly. 
| For free samples and prices for your pub- 

lication, indicate publication’s name and 

circulation, and Circle No. 148. 


BOTTLE WATERCOOLERS 


Sunroc Corp., Glen Riddle, Pa., makes 


PEWRITER | a full-size bottle cooler at the low price 


of small size units. Also a combination 
TYPE | bottle cooler, featuring both cold drinking 


water plus 185° hot water, at $55, less 


CLEANER than other combination bottle coolers. 


pulls the dirt out of type- f 
writer type rather than wash- | | 


ing it into the machine 


Flatten the putty 
by pressing very 


Qe nee RNS 


Press it on all of 
the type. Do not 
rub. 


\Y- \\ Fold the putty 


AY upward to origi- 


NS ai nal pyramid shape. the requirements of small offices, stores 
S \ and other users who have sacrificed cooler 
a 


convenience because of cost. They are 


also ideal for locations without plumbing 


facilities. Sunroc bottle coolers provide 
NO MESSY LIQUIDS to remove nail polish, : - : P 
spot or spatter clothes. the full measure of quality and conven- 


NO HARMFUL FUMES to cause headaches ience possible only with a standard size 
or colds. cooler. Each unit measures 39%” high x 


+ 


To make neat erasures—just touch the word 15” sq., uses either a 3 or S-gal. bottle, as 
~ dag =o ecg “hy _ on preferred. Each model is furnished in a 


These Sunroc Coolers are designed to meet 


strong, heavy welded steel cabinet with 

Retails for 50c each gray hammertone enamel finish, and has a 

Dealers—write for sample and cost 2-qt. drain receptor. Coolers are furnished 

' with push-button, chrome plated faucets. 

Un oe oe eon ee ee | The combination cooler has a second insu- 

= wee Or lated faucet. Model USBI, the Sunroc 

BALTIMORE 12.MARYLAND Regulation Bottle ¢ ooler, has a 1-gal. 

: stainless steel reservoir. Sunroc Model 
For More Information Circle No. 335 
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scrintin 
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CONDI 
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4 


REDUCES ase 1 


* TRADE MARK REG 


THE NEW N° 500 “Personal Séze’ OLIUM AIR CONDITIONER 


Freshen the air in your Offices this quick easy way — smoke and other unwanted odors 
vanish like magic when OZIUM vapor-spray is used. The new No. 500 OZIUM dispenser 
guarantees 500 or more individual measured sprays. Also very effective when sprayed 
into the intake of air conditioning equipment. 


*OZIUM auickLy REMOVES SMOKE... 


DESTROYS ODORS... AND REDUCES AIRBORNE BACTERIA 
ORDER THROUGH YOUR DISTRIBUTOR — OR WRITE 


~ Manufactured By WOODLETS INC., 2048 Niagara St., Buffalo 7, New York 


For More Information Circle No. 285 











cut costs!) 


make MASTERS electronically 


Stenalax 


low operating cost 
low cost per copy 


This 1 machine does 3 office jobs 


prepares 

offset paper plates 

cuts 

mimeograph stencils 

makes 

single positive copies 
get more out of your 

present duplicating equipment 

Exact masters, stencils or single copies 

of letters, legal papers, office forms, 

news clippings, etc. are made simply 

and rapidly by Stenafax. Only seconds 

required to load, unload, and push a 

button. The operator can do other work, 

as the machine operates and shuts off 

automatically. The entire operation is 

on the one machine, with no additional 

paraphernalia. It is electronic, fast, 

clean, accurate. = 


see it working! 
SPACE 18—LIFE OFFICE 
MANAGEMENT SHOW 


! 

j TIMES FACSIMILE CORPORATION 
STENAFAX DIVISION, 09 

| S40 West 58th St., New York 19, N. Y. 


Please send Stenafax brochure to 


| Name—_ ee ory 





a 








For More Information Circle No. 331 
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USBI-H, the combination unit for cold 
water and hot water for hot drinks, incor- 
porates an electrically heated tank that is 
thermostat-controlled and, for extra safety, 
maintains the tank at zero pressure to 
eliminate danger of tank bursting. This 
model has ample capacity to serve ten suc- 
cessive hot drinks with prompt heat re- 
covery. Model USBI is $155 and Model 
USB-1H is $220. For More Information 
Circle No. 158. 


PRINTING CALCULATOR 


Lagomarsino-FAI, Viale Umbria 36, Mi- 
lan, Italy, makes the Totalia 2361 Printing 
Calculator, a 10-key machine with auto- 
matic, high speed multiplication. It prints 
only the multiplier, multiplicand and prod- 
uct with respective symbols on the tape; as 
well as all additions, subtractions and other 


calculations. Automatic total transfer al- 
lows retaining an answer for further calcu- 
lations. Decimal selector permits position- 
ing decimals in any desired sequence. All 
entries can be made on the keyboard. 
Other features include direct subtraction, 
automatic credit balance (credits and credit 
totals printed in red), negative multiplica- 
tion and electric correction bar. Machine’s 
capacity is 10 columns, totaling 11. For 
More Information Circle No. 153. 
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THIS 


HUNGRY 


Shredmaster Bantam-10 Devours Confidential Papers 
And Obsolete Records = In Your Own Office 


Are your confidential papers exposed 
to prying eyes? You, too, can have 
SHREDMASTER protection when 
disposing of confidential papers and 
obsolete records. The Bantam-10 
SHREDMASTER assures security 
for your company by turning obsolete 
records into unreadable shreds in a 
matter of seconds. Makes destruction 
of records a simple routine. Learn 
how security-minded companies, 
banks and government agencies safe- 
guard their confidential papers and 
— records with SHREDMAS- 
ER. 


FREE 10-DAY TRIAL. New illustrated 
folder describes unique Bantam-10, 


Portable, quiet, 
clean, the 
Bantam-10 is 

the only paper 
shredding machine 
designed 

for office use. 


gives full details about Free 10-day 
Trial. Write today for: 

Circular 39, Room 1114 
9 East 40th Street, New York 16, N.Y. 


THE SHREDMASTER CORP. 


A DIVISION OF SELF WINDING CLOCK CO., INC. 


Manufacturers also of the Clipper-14, only heavier 
duty shredding machine suitable for office use. 


Sales and Service in all principal cities in U. S$. and Canada 


For More Information Circle No. 245 
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Use 


Keep Your 

- OFFICE 
= MACHINES 
f=} HUMMING 
(Sn) a 


ro. 


=H 
& 


Certified 


Office Machine 
PAPER ROLLS 


Their superior quality prevents creasing, 


bunching and slipping. That's why offices 


everywhere use them for adding ma- 


chines, teletypes and cash registers. You 


can depend upon their smooth operation 


—every roll is designed for a particular 


machine. 


@ Tested for micromatic accuracy 


@ Gucranteed for trouble-free operation 


@ Clean cut, lintiess, without splices 


@ Red ink warning signal marks roll-end 


@ Conveniently packed in individual boxes 


AVAILABLE AT ALL LEADING STATIONERS 
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Dealers write for Cash Register Roll 
Specification Sheet and Prices today! 


RITTENHOUSE 
PAPER CO. 


6405 South Wentworth Avenue 


Chicago 21, Hlinois 


For More Information Circle No. 340 


CHECK PROTECTOR 


Hedman Co., 1158 W. Armitage Ave., 
Chicago 14, Ill., makes the F & E 9-Bank 
Keyboard Check Protector for writing 
amounts up to $10,000,000.00. Its Ink-O- 
Matic front inking system uses live indeli- 
ble ink. Re-inking is done by merely add- 
ing a few drops to the easily accessible ink 
rolls without removing any parts. Type 
shreds and impregnates the ink into the 
paper fibers for legible, unalterable figures. 
Checks, drafts, money orders, etc., are 
easily positioned by means of a Knob. All 


9 and 8-bank F & E Royal Check Pro- 
tectors are equipped with lock and key to 
prevent unauthorized use. Attractively fin- 
ished in green-gray and pearl gray with 
chrome striping and shelf, and pastel color 
keys. Base of electric model operates au- 
tomatically with F & E Royal Companion 
Check Signing and Dating Machine so that 
checks can be imprinted, signed and dated 
in one operation. Special F & E models 
made for oversize voucher checks and 
checks in sheets. Special Number Protec- 
tors are also made for imprinting stock 


| certificates. For More Information Circle 


No. 143. 
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SAVE SPACE! 
STOP NOISE! 
WITH... 


SOUNDEX PARTITIONS 


Both sides of Soundex Partitions soak up noise in thick 
blankets of acoustical spun glass. 

The partitions are available in a choice of five heights... 
are easy to install ...can be set up by office personnel 
... permitting more people to work more comfortably in 
less space. Learn how you can improve office environment 
with low cost Soundex Partitions. 


Write for free catalog today... 


OR ptf 
MOU A [M0 


2417 EASTERN S. E.. GRAND RAPIDS. MICHIGAN 





For More Information Circle No. 213 
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GU 


Cc _ e Peo) 
cxclusive Patented 


NO LOOSE INK! 
CONSTANT INK FLOW! 


/ magic 


| 


magic marker 

the amazing device that 

writes on any surface 
Available in 9 colers 


77 


retailer 
39¢ refill 


BRUSHPEN 757 


Handsome, streamlined 


aluminum pen with clip. For 
general marking, writing 
> ag 


retailer 


COMPLETE 
MERCHANDISING AIDS 
TO HELP YOU GET FAST 


marker TURNOVER! 
> BRUSHPEN “99 POINT-OF-SALE DISPLAYS 
Aluminum gold-tinish WINDOW CARDS 


c Docket 
pert nye SELF-DISPLAY BOXES 


¢ DEMONSTRATORS! 
retailer 
BIG NATIONAL ADS 


SPEEDRY PRODUCTS, INC 


Dept. O1 Richmond Hill 18, New York 
For More Information Circle No. 332 
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COPYHOLDER 


Lindication Ltd., Mark Road, Hemel 
Hempstead, Herts, England, makes the 
Lindicator, an automatic line-by-line copy- 
holder with keyboard or foot control. It 
comprises a Copy-Lite which provides 
shadowless lighting on both the material 
in the copyholder and the work in the 


typewriter. There is also a Magnaline 
quick-acting magnifying lens for reading 
illegible handwriting or other difficult copy, 
and a holder for shorthand notebooks. 
Other features include instant positioning 
of any line of the copy, preview of alter- 
ations, alternative reading lines, column 
markers, height and angle adjustments. 
For More Information Circle No. 184. 


PORTABLE TYPEWRITER CASE 

Boxco Mfg. Co., 358 Fifth Ave., New 
York 16, N. Y., makes a Portable Type- 
writer Attache Case for the Olivetti Let- 


cette 


tera 22. The case will retail for approxi- 
mately $25, and be available to Olivetti 
portable dealers for Christmas merchandis- 
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“We could not 
do without our 
Carditioner" 


*. . 
+. 
Sees eet” 


*. 
en 
. ee? 
"Pees eoosee® 
te eeeeeeneer® 


says Miss Rosemary Costello, tabulating operator for 
Charles Miller, Vice President of Commercial Travelers 
Mutual Accident Association, Utica, New York. Commer- 
cial’s tab department once averaged 11 jams per day. With 
the Carditioner, they don’t have one jam a month—and yet 
process over a million punch card premium notices per year 


The Carditioner has been tried and tested in hundreds of 
installations and is guaranteed to eliminate 75% of jams and 
extra labor caused by mutilated punch cards. It sorts and 
reconditions 275 cards per minute, rejecting those with staples, 
tape or folded corners into a separate hopper. A special 
optional Carditioner model also rejects cards that are short, 
narrow, or notched. All cards not so rejected are then “ironed” 
into condition for normal machine processing 


Here are typical savings of time and labor reported by other 
users—‘‘. . . one Carditioner used for 10 minutes a day saved 
3% hours key punching daily and reduced jams to 1% of 
former frequency.” ‘“‘We expected the Carditioner to pay for 
itself in three years, but it returned its cost in less than one.”’ 
‘The Carditioner made it possible, for the first time, to 
reconcile our payroll mechanically without reproducing work 
cards from the checks.” 


Many firms have been able to put time cards, work tickets, 
proxies, and similar items back on punch cards after a Cardi- 
tioner was installed where previous trials of the same applica- 
tions had proved impractical because of excessive mutilation 


WRITE for free booklet today 


see how the Cummins Carditioner can 
work for you to save you time and f ‘ IN BUSINESS AND BANKS @ SINCE 1887 


money. Detailed case histories of & 
present installations also available : 








CUMMINS-CHICAGO CORPORATION 
4740 North Ravenswood Avenue, Chicago 40, Illinois 
SALES AND SERVICE IN ALL PRINCIPAL CITIES 


For More Information Circle No. 214 
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Over 200 pages of 


helpful information, 


and tllustrations 


(including 100 pages 


of advertising by 
duplicator 
manufacturers 


er’s Guide 


Get ALL 

the Facts 

on Office 
Reproduction! 


HE ONLY BOOK OF ITS KIND! It pro- 

vides you with a complete guide to 
the broad field of office reproduction. 
Answers such questions as: “Which 
method of duplication will best fill my 
needs?” Describes in detail the opera- 
tion of all basic types of equipment. 
Ends your search through reams of 
material to find the answer to indi- 
vidual problems. It’s all here in one 
volume. No user of office printing 
equipment should be without this 
manual! 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me 


Name 
Company 
Street 


City 


=< oo oe oo oe 


oe ee oe oe 
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with 


index). 


copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. [_]/ enclose remittance. [_] Send invoice. 


‘<= oe oo oe oe oe oe oe oe oe ee ee oe ee ee ee ee ee ee ee ee ee ee ee 


Price $3.25 


INCLUDES: Carbon Paper, Substitutes for 


Carbon Paper, Gelatin Hectograph Duplicating, 
Fluid Duplicating, Stencil Duplicating, Relief 
Duplicating and Printing, Offset Duplicating, 
Photography (Camera), Contact Photocopy, Con- 
Master), Facsimile 
Typewriters, 
Processing, Communication 
Transmission, Transmission, Punched 
Card Data Transmission, Impression Stamps, 
Addressing Methods, Tabulating Machines, Sig- 
nature Machines, Other Imprinting Machines, 


Binding and Finishing Equipment, 


(Translucent 
Automatic 


Printing 
Preparation, 
Data 
Facsimile 


tact 
Master 
Automatic 


= oe eo oe oe oe oe 


Zone State 


Ann oo oe 
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ing. With portable typewriter removed, 
the case can double as a regular attache 
case for business papers or personal effects. 
It measures 134%” by 18” and is 5” deep. 
With the Lettera 22 it weighs 15 Ibs. 
Washable Leatherhyde plastic, in suntan 
or ginger shades, covers the sturdy ply- 
wood frame, Puritan  saddle-stitched 
throughout. Metal parts are polished 
brass plate. User can type without remov- 
ing the machine which is held securely by 
a leather strap. On either side of the 
machine are the elastic straps for holding 
typing supplies. No metal clips are used 
to hold machine and user may pack empty 
case without fear of tearing clothing on 
protruding edges. A portfolio, in the upper 
half of the case, may be removed for addi- 
tional room. For More Information Cir- 
cle No. 164. 


BALLPEN 


Frankel Mfg. Co., 285 Rio Grande Blvd., 
Denver 23, Colo., announces the Klean 
Write Ball Pen which is guaranteed for 
over two miles of writing. No refills are 
needed and the pen comes in an executive 
fine point model at 49c retail and in a 
premium medium point at 39c. Instant 
flowing, instant drying ink produces perma- 
nent, non-smudging copies. Klean Write 
Ball Pens are available in five ink colors: 
blue, black, red, green and brown. Special 
pens may be ordered for photo-reproduc- 
tion, blueprint, Thermo-Fax and offset use, 
for marking laundry and dry cleaning. 
Frankel is offering liberal dealer discounts 
and trial orders on their new ballpens, with 
a guarantee of complete satisfaction. For 
More Information Circle No. 115. 


MULTILITH OPERATORS RS 
NOW YOU CAN CUT COSTS ° 
cover your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 

can put on their own dampening roll TRI- 

MOL Molleton covers. It's as easy as 

A-B-C (see illustrated steps ai 

left). Send in your order to- 

day or write for more 
information. 





STEP A — Wrap 

acetate (sent with 

cover) around roller. 

STEP B—Slide TRI-MOL Mol- 

leton cover (as shown) onto roller. 
STEP C — Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 











DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 338 
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MOISTi~ 


aie \ 98¢ 


ein . Quick « Easy 


for moistening envelopes, 
stamps, labels 


Available in new decorator colors . 
at your local stationer or office supply dealer 


BERNAY PRODUCTS COMPANY 


412 S. Wells St., Chicago 7, Ill. WAbash 2-2636 
For More Information Circle No. 400 


LECTERNS for SPEAKERS 


Floor & 


invited. Write for free catalog. 


table models. Dealer inquiries 


KELL-MOR LECTERN CO. 


1283 N. Main St. Rockford, Ill. 





Circle No. 110. 








For More Information Circle No. 401 


190 


TYPEWRITER STAND 


Meilink Steel Safe Co., 1672 Oakwood 
Ave., Toledo 6, Ohio, offers an improved 
version of the Hercules Model 17 Deluxe 
Typewriter Stand with new steel foot cups 
on each leg, mounted on rubber to absorb 
shock and eliminate noise. The Deluxe 
typewriter stand has an arrangement of 
invisible steel cables in the legs to permit 
smooth raising and lowering of the no-mar 





rubber casters. The caster operating lever 
is conveniently located under the top front 
to eliminate stooping and bending. The 
foot cups on each leg also can be adjusted 
to compensate for uneven floors. Other 
features retained from the previous model 
include arched-strut frame, welded tubular 
steel construction, no-glare top and Magic- 
Loc double wings. For More Information 


TYPEWRITER RIBBONS 


Leedall Products Mfg. Co., 130 Van 
Liew Ave., Milltown, N. J., makes Leedal 
Copi-Mate Double Pack Typewriter Rib- 
bons for all typewriters: manual, electric, 
noiseless and portable. The double spool 
package makes ribbon changing easy and 
one 12-pack contains ribbons for from 15 
to 20 different typewriters. Package is 
hermetically sealed with zip-tape opener to 
guarantee freshness of ribbons, and there 
is an illustration showing the correct spools 
and a list of the other machines which the 
ribbons will fit. A chart for dealers indi- 
cates which ribbon fits which typewriter, 
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Above: J. H. O'Connor, office manager of The Bristo! 
Company, saves his company thousands of dollars 
annually with Copyfiex one- writing system. 


The Bristol Company Slashes Clerical Time 
and Cost 85% on Order-iInvoice Operation! 


The Socket Screw Division of The Bristol Company, 
manufacturers of the most complete line of socket screws 
on the market, has virtually eliminated all clerical work 
on its extensive order-invoice operation. Alert office man- 
ager J. H. O’Connor has done it with a revolutionary 
one-writing system made possible by Copyflex copying 
All items to be ordered by distributors from Bristol are 
preprinted on prepriced translucent forms. Distributors 
pencil in quantities desired and send originals of orders 
to Bristol. Copyflex copies, mechanically produced from 
the originals without further writing, serve as packing 
lists, shipping labels, order acknowledgements. Extensions 
are then made on the original order and additional 
Copyflex copies run off for use as invoices 
How Bristol has eliminated costly, time-consuming cler- 
ical copying and proofreading with Copyflex can be 
shown by Bristol’s own Time Study: 
Conventional System 
One- Order -Invoice 
Checking and Pricing Distributor Purchase Order... 15 minutes 
Preparation of Order Invoice 45 minutes 
Totals ...60 minutes 


Copyfiex System 
(One-Order- invoice) 
0 minutes 
8 minutes 
8 minutes 





Offices in 


(BRUNING )° 
Copytlex 


CHARLES BRUNING COMPANY, INC., CHICAGO 


in Conode: Chorles Bruning Co. (Canode) Lid., 105 Church St., Toronto, Ont 





Copies anything typed, written, 
printed, ot drawn on ordinary 
translucent paper—in seconds. 


The savings made by Bristol can be projected to almost 
any paperwork operation in your business whether it’s 
accounting, purchasing-receiving, or production control. 
Copyfliex is the superior, modern copying process—clean, 
odorless, and economical. Letter-size Copyflex copies cost 
less than a penny each for materials. Copyfiex will fit 
readily into your present systems. Mail coupon today! 
You'll be glad you did! 


Copyfiex Desk Top 
Model 110 copies 
originals 11” wide 


models availabie 
to copy originals 
up to 54” wide. 


Charles Bruning Company, Inc., Dept.92-G 
4700 Montrose Ave., Chicago 41, Illinois, 


Please send me information on the Copyflex process and 
machines. 


Name Title. 





Company 


Address__ 


For More Information Circle No. 257 
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manpower, Inc. 
trouble-saver 


IDEA no. 4 
for 


office 
managers 


When your office staff is 
temporarily reduced by sick 
leaves and vacations— 

or while you look for 
permanent help — use 
Manpower, Inc. employees 
to keep your work current. 
Use Manpower, Inc. ‘ypists, 
stenos, and office 

workers as long as you need 
them at low hourly rates. 


Write for FREE 
“Office Managers 
Idea Newsletter” 


manpower, Inc. 


800 N. Plankinton Ave., Milwaukee, Wis 
OVER 100 BRANCH OFFICES COAST-10-COAST 








For More Information Circle No. 344 
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1 
| 


| secretarial posture chair. 


to simplity inventory and allow dealer to 
always have ribbons on hand for all ma- 
chines. For More Information Circle No. 
114. 


SECRETARIAL POSTURE CHAIR 

Royal Metal Mfg. Co., 175 N. Michigan 
Ave., Chicago 1, IIl., makes the Thinline 
Its comfortable 
foam rubber seat with waterfall front is 


| strongly supported by a ventilated metal 


seat pan. The’ concave shaped backrest 
gives proper support and eliminates back- 
ache fatigue by conforming to the user’s 
back. For extra strength, the padded 
backrest is steel reinforced and features 
a spring clip to permit the backrest to 


follow body movements. There is a name- 
plate holder on the back of the seat for 
user’s convenience. Royal’s Micro-Hite 
permits seat height adjustment from 16/2” 
to 22%2”. Rubber covered handwheel al- 
lows vertical and horizontal backrest ad- 
justment. Thinline dieformed all welded 
steel island base is finished in a choice of 
19 Plastelle enamel colors. Long lasting 
casters are soft rubber, ball bearing. The 
attractive wing-swept scuff guards are 
available in harmonizing colors. For 
More Information Circle No. 135, 
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puPHik ATOR 


plates 


d aluminum offset 


sensitize 





¥ JUST INTRODUCED AND 
% , ALREADY A BIG HIT FROM 
COAST TO COAST! HERE'S WHY! 


swig ¢ Longest running plate on market 
re’s how months BY ¢ Easier, faster processing 
ing 0 ies now! * Cleaner halftones 
e Sharper line work 
¢ Better solids 
e Easy-to-check Black Image 
¢ Exclusive Micro-Surfacing 


468.00 
780.00 
4248.00 
4560.00 You'll be astonished at the ‘‘professional 
~ 3120.00 quality” of every job produced on a new 
"4680.00 DapliKator Offset Plate. No other plate 
for duplicating machines works better, 
processes easier or runs longer. Yet 
DupliKator Plates cost 30% less than 
the average all-metal plate. Have you 
tried the new DupliKator yet? 
Send. coupon. 














HARRIS 


Ca Pat ae 


‘SEYBOLD 
COMPANY 


LITHOPLATE, INC. 


A Harris Subsidiary 
278 N. Arden Drive, El Monte, California | 
5308 Blanche Avenue, Cleveland 27, Ohio = ssi nn 












Company — 


Address —— 


city — 


Your Dealer's — ee ene ae ‘ 


address ——— —— ; 


MAIL DISTRIBUTOR 


Here’s Why Everyone Prefers Can-Pro Corp., 32 E. McWilliams St., 
Fond Du Lac, Wis., makes an inter-office 


mail distributing case with 12 adjustable 
| compartments. It can be also used to dis- 
| tribute payroll checks and as a sorter or 
| temporary file. Equipped with comfortable 


The Stand in Most Demand 


*& Smooth Contours 
* Rounded Edges 
* Full Round Tubular Steel 


ENDURING STRENGTH 


* Continuous ring of steel rigidly fastened 
i * completely around the top—solidly ties 
eA top and legs together 
A * Full — Solid Steel Top — no slots or 
openings 


* One-Piece Stamped Base 
SILENT STEEL 


*® Steel top is undercoated and fully in- 
sulated by special sound absorbing 
compound 

* Cushioned guide bars and retainers 

* Soft rubber casters . . . soft rubber feet. 


orn 
fy ATTRACTIVELY STYLED 


web shoulder strap. A cover can be fur- 
nished if the case is used outdoors or in 
dusty areas. The Can-Pro Mail Distrib- 
uting Case is 101%2” x 15” x 12%”, made 
of washable plastic coated tan fabric, costs 
$14.50. Snap fastened cover is $2. May 
be ordered on trial. For More Informa- 

Model B605 : tion Circle No. 121. 

Business Machine 

Stand with 


nie Dene j STENO NOTEBOOK HOLDER 
and Retainers : Michael Frumkin, 87-11 35th Ave., 
i Jackson Heights, 72., N. Y. has intro- 
duced a new type of steno notebook 


A Complete Line of Stands, Steel Chairs and Stools 
ond a De Luxe Personal File 


B A D G E 134 ee ba a holder, the Perfecta. It attaches directly 


KING AT FRONT ST., LA CROSSE, WIS. to the top of the typewriter, allowing the 
operator to keep the notes directly in her 
For More Information Circle No. 349 
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“piccolo: 


ORIGINATORS OF THE SPIRIT PROCESS 


PORTABLE SPIRIT DUPLICATOR 





THe OFFICE 


As dependable and personal as your portable typewriter— 
and just as easy to carry—the Piccolo combines the best fea- 
tures of larger, more expensive spirit duplicators at a price 
even small businesses can afford. Check these advantages: 
© Unusually brilliant copies © Uses any spirit carbon or fluid 
® Rugged construction ® Copy size to 9” x 13” 
® Nothing to get out of order ® One turn of handle per copy 

® Upto 5 colors at one time 


Write us for dealer nearest you. 
DEALERS : Available in almost 
every city in the U.S. on, 

a non-exclusive basis. 


COPY-CRAFT inc. 
Dept. F-10, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 
CARBON PAPER ANO RIBBONS + DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES ANO SUPPLIES 


For More Information Circle No. 218 
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HAPPY FANNY SAYS: 
My Boss is a New Man! 


Since we exchanged our old fashioned 
upholstered chairs for Modern Venti- 
lated BEVCO chairs we do more work 
and still feel fresh at the end of a day. 





Fanny's right folks: the efficient modern 
executives who were first to accept electric 
adding machines and typewriters are the ones 
who are welcoming Bevco chairs. Delighting 
in the way Bevco’s greater comfort increases 
their efficiency and helps the people around 
them to do a better job—and with less 
fatigue.* 


* Less fatigue means less mistakes, too. 


See the Bevce display 

Booth 308W-309W 3rd Floor 
Conrad Hilton NSOEA 

Win a G.E. portable TV 


BEVCO chairs are 


¢ More comfortable 
e Wear Longer 


e Cost Less 


PA 44A 


Complete Office & Institutional Equip. 
Posture Arm Swivel 
with spring action back ia Costumers: Wall and Floor Models 
& adjustments ask your dealer or write direct 


For More Information Circle No. 284 


BE VCO PRECISION MANUFACTURING COMPANY 
d i... 831 Chicaqo Avenue, Evanston, Illinois 





line of vision at all times. This straight- | 
the possibility of | 
error. The holder is made of durable ma- | 


line view minimizes 
terial and can be easily clipped to the 
machine by the typist herself. The holder 
takes up no more space than is used by 


the typewriter and is therefore convenient | 


where desk space is limited. For More 
Information Circle No. 106 


WASTEBASKET 
National Vulcanized Fibre Co., Dept. 
LL, Wilmington 99, Dela., has added a 
decorative wastebasket to their line of Vul- 
Cot wastebaskets. This new wastebasket 


styling has been adopted from the com- | 
pany’s home products line to provide an | 


office wastebasket in keeping with the mod- 


ern trend toward brightness and color. | 


Made from vulcanized fiber with a three 


dimensional, diamond embossed’ pattern, | 


this receptacle has met with success in the 


gift field. Complementary trim enhances 
its beauty, while the various available col- 
ors are coordinated to meet decorating 
schemes. National’s Vul-Cot line 


feature more color. These wastebaskets 
cannot rust, crack, dent or corrode. Be- 
cause of their quality, Vul-Cots are guar- 
anteed for five years. Standard waste- 
baskets are available in nine styles and 
eight attractive colors. For More Infor- 
mation Circle No. 132. 
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for | 
schools, business and institutions will also | 


INVENTORY CONTROL 
Signalled facts 
STAY FACTS 
with SIG-NA-LOK° 


No undesired slipping of signals. 


Prevent 
Losses... 


Reduce 
Costs... 


Create 
Profits... 


PATENTED 


TOO 


wih $IG-NA-LOK® 


SIMPLIFIED INVENTORY CONTROL 


Sig-Na-Lok visible control puts your inventory at 
your fingertips. Every fact needed for effective 
control is signalled and the signals are locked 
until the facts change. In one complete record, 
you'll always know exactly what’s on hand and 
when to reorder. Take the guesswork out of 
inventory — switch to Sig-Na-Lok and you'll 

¢ Increase turnover 


* Decrease costs — 
increase profits 


@ Prevent over stocks 
© Eliminate out of stocks 


Creator of Effective Tools for Effective Management 


Phone Westport, Conn. CA 7-4111 or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


Please send Free Booklet on 
Sig-Na-Lok Simplified Inventory Control. 


Name 
Company 


Address 





CROMWELL Printery, INc. 
ROTARY DEPT 
ALBANY 1, N. Y. 





For More Information Circle No. 337 
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qitss ha Pos ec et a oak ae nuoaqeuenysenigaeggnouagetagesongecetegengeteegetoagtonig atiueeunstetagtateamaassiens Am eM ee 
| 6 7 8 | 10 " bed 13 “ 1s 6% 7 A) 9 x 


Wogenschritte: SchriftgraBen: 
Pocevecrecetboccrceeccedoces sae 
Pectoareetcdavetergcadacacgs 2:82 mm =" Zoll 
Picetarceodaceceegggbacegg 26 mm 
Pocceardtadetecagecedaraga 2.54 mm * hoZoll 
leaaeocedcedocecaeecedens 23 mm 


Jiceeugeeudougs relaeons 2,23 mm 








Lorectgccodaceterteedagags 2167 men 
Propceogeadaccengeceboeges 212 mm = h2Zoll 
Lovcceegeedovgerreecdagggs 2 ‘om 
Feasnecgnedorooeeeogtonens 15) mm 


TTL 13 mm 


TYPEWRITER TYPE GAUGE type. When placed over a typed sample, 

the gauge indicates the size and pitch of 

Alfred Ransmayer & Albert Rodrian, the type, either capital or lower case let- 

Oberlandstr. 12-18, Berlin-Tempelhof ters, also the linespace distances (space 

(American Sector), Germany, offers type- between lines and between characters). To 

writer dealers a transparent plastic gauge obtain the gauge, dealers should Circle 
for use when ordering spare typewriter No. 170. 


NOW ANYONE CAN MAKE A NEGATIVE 
FOR OFFSET eee SIMPLY & IN SECONDS 
with AMPTO PROCESS MATERIALS 


Think of it! Now every office—every print shop 
— large or small — with an offset duplicator can 
produce a perfect negative from line — typewritten 
or repro proof copy in approximately 1 minute. 


This absolutely New method is faster — less 
expensive — and requires 1/20th of the usual 
investment in equipment. 


@ Simply — expose the Ampto reversal nego- 
tive for approximately 30-50 seconds depend- 
ing on light source. 


@ Then — place the negative and a sheet of 
Ampto clear acetate film in the transfer ma- 
chine and wind them through — THAT’S ALL 


Direct inquiries will receive immediate attention. 


Write .-. AMPTO INCORPORATED, NEWTON 6, NEW JERSEY 


For More Information Circle No. 357 
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DUPLISNAPS, 


for top efficiency 


Today’s offices demand top ef- 
ficiency. That’s why more and 
more offices use Eureka Duplis- 
naps for multiple mailings. 
After all, a typist, a typewriter 
and Duplisnaps give you a 
complete addressing depart- 
ment—at low cost. Handle the 
carbon ~ interleaved Duplisnap 
set once, slip it in a typewriter, 
type the addresses, snap the 
sets apart, and the job is done. 
You have up to six sets of 
neat, clear, perfectly aligned, 
strongly gummed addressed 
labels. 


To learn more about Duplis- 
naps and how they can help 
you—write for your free copy 
of “Speed Your Mailings.” 


EUREKA SPECIALTY PRINTING CO. 
518 Electric St. - Scranton, Pa. 


® Reg. T.M.—U. S. & Canada 


For More Information Circle No. 270 
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PROTECT Your 
Business Machine Records 
ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 
the Accopress Pin Prong Binder is made especially for them. 


As an indispensable aid to orderly, safe filing—temporary or 


permanent—Accopress Pin Prong Binders give you the added # 


features of loose leaf convenience with economy. 


Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6” or 814” centers. 
Made of heavy long lasting pressboard or heavy binder board covered 
with canvas or black pebble grain cloth. 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 


for greater filing efficiency. 


ACCO PRODUCTS 
A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 





For More Information Circle No. 250 
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CARBON & RIBBON TESTER 


F. Simonye, Mt. Airy & Harbourton 
Road, Lambertville, N. J., makes an elec- 
tric ribbon and carbon paper testing ma- 
chine with typebars which operate indi- 
vidually at 86 strokes a minute to test 


ribbons or carbons under office conditions. 
The machine is easy to use and key pres- 
sure is adjustable. 
23 Ibs. so that it can be used: by salesmen. 
Costs $500, f.o.b. above. For More In- 
formation Circle No. 123. 


Machine weighs only | 


DESK SETS 


Sengbusch Co., 1297 Sengbusch Bldg., 
Milwaukee 3, Wis., makes the Sengbusch 
DePENdable Set No. DE-200 of lustrous 
black plastic to blend with modern office 
decor. A heavy weighted, attractively de- 


i 


signed base offers greater stability. The 
fast-filling, double-action barrel keeps the 
pen instantly ready for pages of writing. 
The performance proved Tredin (screw-in 
feed and point) Points allow instant re- 
placement and a wide choice of stainless 


THE REAL “FIRST” 
IN ERASERS 


For Outstanding 


Convenience &Time-Savings! 
WIDESPREAD USE proves the popularity of this first really new eraser in years!| 


4," cylindrical rubber stick cleanly encased in attractive, transparent 
plastic holder. Balanced “feel”, ideal fit, between thumb and 
fingers. Not a mechanical gadget. 


| 
| 
| 
| 
| 
| 
| 


How Do You JET IT OUT? 


World's 
Quality Standard 
Weldon Roberts 
Rubber Textures: 
NO. 825 
Red Rubber core, 
for pencil erasing 
10./ 827 
Gray Rubber core, 
for erasing ink and typewriting 
Pocket Clip Style for General Use. 
Brush Whisk Style for Typists. Refills 
ORDER YOUR WELDON ROBERTS JET 
ERASERS TODAY FROM YOUR STATIONER! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Just unscrew the tip and 
move the eraser NO. 838 
forward. 


GREEN RUBBER 
CORE FOR ERASING 
BALL POINT PEN & | 

PENCIL WRITING 


E.naraus 


Correct Mistakes in Any Language 





For More Information Circle No. 341 
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Prepare mail for faster, 
damage-free opening 





SYV7TRON Vibrating 


ENVELOPE JOGGERS 


—quickly loosen and shake down 
contents of envelopes so manual 
or automatic letter openers can be 
used for fast, efficient trimming 
without damage to contents. They 
are ideal for sales manual assem- 
bly and other office duties—effi- 
ciently handle all weights of paper 
stock. Built for long, dependable, 
maintenance-free service. Avail- 





able as table deck, divided deck, | 
or bin type joggers. 


Write for complete catalogue data— 


FREE 
SYNTRON COMPANY 


715 Lexington Ave. Homer City, Penna. 


For More Information Circle No. 339 
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steel and alloy-tipped points meet every 
individual writing requirement. For a 
quality desk fountain pen set in public lo- 
cations the DePENdable Set No. DE-1000 
has all of the above features with the ad- 
vantage of being nearly theft-proof. A 
24” bead chain thoroughly secures pen to 
base. A simple, positive adhesive backing 
on the cork and rubber base firmly ad- 
heres the base to desk and counter tops. 
Sets are suitable for personalized imprint- 
ing for gift and quantity users. Seng- 
busch offers to send either or both sets on 
a 30-day free trial inspection basis. For 
More Information Circle No. 125. 


TELEPHONE LIST FINDER 

Bates Mfg. Co., 30 Vesey St., New York 
7, N. Y., makes the Bates Director tele- 
phone list finder, color styled to match new 
telephone colors: brown, gray, ivory, rose- 
beige, yellow, red, blue and green. Priced 
at $3.95, it has an artistically designed 
cover that makes it a bright conversation 


“78x bay 


piece in the modern or contempary office 
or home. A wide front opening release 
bar automatically lifts the top when it is 
touched. The extra-wide cards allow for 
more than 1300 names and telephone num- 
bers. Bates complete line of list finders 
includes 35 different models priced from 
$1.95 to $7.50. For More Information 
Circle No. 165. 
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Don't break your back digging up buried information! 


LOCATE YOUR RECORDS EASILY — No more 
fussing and fuming. With Pronto files your 
records are as active as your regular files. 
BEAUTIFUL APPEARANCE—Finished in attrac- 
tive olive green to match your regular office 
files. 

STURDY CONSTRUCTION — Built of 275 Ib. 
tested corrugated fibre board . . . reinforced 


with steel on the shell and the four corners 


of the drawers as well. 

SAVE FLOOR SPACE—Prontos are constructed 
to interlock into solid units and stack as 
high as the ceiling. 


Legal Size $4.55 


Letter Size $3.70 


Prices slightly higher in Texas, 
Colorado, West of the Rockies and 
outside the U.S.A boc. | 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N. Y. 


For More Information Circle No. 422 


Check Size $2.50 








ATLAS 


VERTICAL FILING 


SYSTEMS 


£ 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES + OFFSET PLATES 
STENCILS * SKETCHES 
ARTWORK + MASTERS 

X-RAYS 


ATLAS CABINETS 


Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 


Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Raoaies 


Write for Complete Catalog 


STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 











For More Information Circle No. 345 
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PAPER STOCK RACKS 

Challenge Machinery Co., Grand Haven 
Mich., makes Challenge Vertical Stock 
Racks for simplifying handling of numer- 
ous stacks of paper and keeping them 
separate, particularly in connection with 
duplicating, printing, collating or binding 
operations. The racks provide 30 to 40 
sq. ft. of handy storage space in just a few 


square feet of floorspace. Racks are port- 
able, equipped with rollers so that jobs 
can be easily moved from one place to an- 
other even when fully loaded. Two sizes 
are available: Model A with 20” x 27” of 
space on each level and Model B with 
22” x 34”. Shelves are of Masonite and 
the racks themselves of heavy gauge steel. 
They are designed to take a full load of 
paper on all shelves. For More Informa- 
tion Circle No. 118. 


MESSAGE FORM 

Carteret Printing Co., 480 Canal St., 
New York 13, N. Y., manufacturers of 
Blue Chip Business Forms, has added the 
Speed Message form to its line of stock 
forms. This is a two-part carbon-inter- 
leaved stub-style set, size 842” x 7” when 
detached from stub. It was designed to 
dispatch short notes, instructions, ques- 
tions and memos of all kinds where an 
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Robertson 


HANIX 














writing tool for the office. 


This great new writing tool improves effi- 
ciency, lowers costs because: it combines 
best features of a pencil and ball pen « no 
point to sharpen «finest ball mechanism « 
bigger ink supply « in 4 styles for every 
writing job. Order from your stationer, 
29¢and 39¢. Lessin economical dozen packs. 

For free sample, write on your office 
letterhead to: Venus Pen & Pencil Corp., 
Dept. O-9, Hoboken, N. J. 


VENUS velvet 
ball. PEN < cil‘ 


For More Information Circle No. 
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apart, 


answer is not necessarily required or im- 
plied. The Speed Message form is in- 
tended to eliminate time-wasting dictation 
and needless formal letter writing. It pro- 
copy for the originator of the 
which he can use for follow up 
It is designed for automatic po- 
standard No. 10 window 


vides a 
message 
purposes. 
sitioning in a 


correct speedy mail- 
form requires 
only three steps: handwriting or 
typing the snapping the form 
and folding and mailing the origi- 
nal while retaining the duplicate follow- 
up part. For samples and full information, 
Circle No. 139. 


insuring 

Speed 
simple 
message, 


envelope, 
ing. The 


Message 


CLEANUP BLADE FOR MULTILITHS 


Litho Research, Inc., 2417 2nd Ave., 
Seattle 1, Wash. makes a new type clean- 
up blade for Model 1250 Multiliths which 
will greatly reduce wash-up time and will 


wear from three to five years. The Perma- 
Blade is machined from a newly discov- 
ered high-density synthetic material. The 
new material is impervious to the chem- 


icals and solvents found in wash-up and 
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“We're wasting plenty of 
money with old—fashioned 





_ hand collating methods.” 





“The way I figure it, 
ite costing us 
5 times more 


than it should!” 








“Take my advice... 
get all the facts about a 





Thomas Collator today!" 





Costly time, wasted effort, unnecessary 
fatigue and lowered morale go hand 
in hand with hand gathering bulletins, 
price lists, reports and other dupli- 
cated sheets into sets . . . not to men- 
tion the hundreds—even thousands of 
dollars wasted because of this old 
fashion method. 

With the new, improved Thomas 
Collator you eliminate this needless 
waste of time and dollars, perk up 
morale and get rush jobs out... 


without rushing. It is simple to 
operate, there are virtually no main- 
tenance problems and the investment 
is unusually low (in some cases, less 
than the average typewriter). 


Thomas Collators are available either 
pedal or electrically operated—in a 
wide variety of capacities to meet 
your particular requirements. Send 
today for complete descriptive 
information. 


' 2 Se EP aters 


A 50 Church Street 


we. 


Dept. B 


® New York 7, N. Y. 
More In Use Than All Other Makes Combined 


For More Information Circle No. 283 





ink compounds. Litho Research states that 
once installed the Perma-Blade will ac- 
tually improve in efficiency since normal 
wear causes the blade to conform more 
closely to the surface of the cylinder. Be- 
cause of its longer life, the Perma-Blade 
saves time usually spent replacing the 
quicker wearing rubber blades. For more 
Information Circle No. 102 


CARBON COPY SETS 


Letterex Corp., 1114 Half St., SW, 
Washington 24, D. C., manufacturers of 
multiple-colored letter sets consisting of 
an intense disposable carbon sheet lightly 
tipped to an excellent grade onionskin, an- 
nounces the addition of two new products 
to round out their line. Cameo Letterex is 
made up of a high quality cockle finished 
rag-content sheet, attractive to legal offices 
and others who insist on prestige station- 
ery. Printed Letterex is identical to the terex is used by organizations that send 
popular grade Letterex except it is printed copies of their business letters outside their 
with any information that the user might own offices. For More Information Circle 
require on carbon copies. Printed Let- 


g I ¢ for TROL RECOR 
bw con ill ay, 


LT + aii niet a Nationwide, efficiency-wise companies are us- 
METALCRAFT, INC. Dept. A | ing Serially Numbered “AUTOGRAPHS”, the 
| Moson City, lowe tags that meet every qualification for effective 
Send free samples, literature and your Property Control. They're attractive, legible, 
Property Control! pamphlet. | durable, economical ...and a cinch to mount 
| NAME_ on any surface. Millions in use because they 
make sense and save dollars. 





COMPANY. 


shar | METAL Lhagt m- 


CITY STATE Dept. A 
NR RL FT, MASON CITY, IOWA, U.S. A. 


For More Information Circle No. 343 
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LARGE PLASTIC BINDING 


Cummins-Chicago Corp., 4740 No. 
Ravenswood Ave., Chicago 40, Ill. has 
developed a new type of plastic binding 
element for larger books up to 700 pages. 
Called the Oval-Back because of its 


shape it gives good backbone strength and 
permits sheets to lie flat when turned. It | 


comes in three sizes; the 11%4” size can 
hold 300 sheets of 60 lb. enamel paper or 
equivalent; the 1%” size binds up to 325 
sheets; the 142” size, up to 350 sheets. 
The line has a wide color range, is easy 
to assemble and is b~ _ad with the Cum- 


mins Automatic Plastic Binding Equip- | 


ment. 
105. 


For More Information Circle No. 


ERASING SHIELDS 


C-Thru Ruler Co., 827 Windsor St., 
Hartford, Conn., markets Erasing Shields 
in both steel and plastic. Shields are priced 
for volume sales and speedy turnover, and 
made to C-Thru’s high precision manufac- 


turing standards. Plastic shields are clear 
plastic for convenience in seeing the work 
underneath. Steel shields are a requisite 
where greater rigidity and durability are 
required. For More Information Circle 
No. 151. 


THe Orrice—September, 1957 











ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 
Headings On 
Work Sheets 
Accounting & 
Tabulating 
Forms 
INDISPENSABLE FOR 


MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 333 





SYSTEMS, PROCEDURES 
& OFFICE REPRODUCTION 
CONSULTING SERVICE BY MAIL 


We can help you reduce your operating costs 
and improve efficiency by modernizing your 
present methods, systems and procedures. 


SEND US YOUR PROBLEMS ON 


Filing-Indexing Inventory Control 
Order-Invoice Production Order 
Sales Record Forms Control 
Ledgers Form Design 
Purchase Order Office Reproduction 
Receiving Report Systems Duplicating 
WRITE FOR OUR OPERATING PLAN 
STATING YOUR PROBLEMS 


IRVIN A. HERRMANN 
752 S. HOOSIER AVE. 
EVANSVILLE 15, INDIANA 
Author of MANUAL OF OFFICE REPRODUC- 


TION (The Office) and OFFICE METHODS, 
SYSTEMS AND PROCEDURES (Ronald Press) 











For More Information Circle No. 334 
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MAGNETIC TAPE TRANSPORT 

ElectroData Div., Burroughs Corp., 460 
Sierra Madre Villa, Pasadena, Calif., an- 
nounces the ElectroData Model 546-53368 
providing a speed ratio of 60:1. The unit 
selects any one of ten closely regulated tape 
speeds by remote or local control. The 
speeds, in inches per second, are 1.5, 2.25, 
3, 4.5, 9, 15, 22.5, 30, 45 and 90. Three- 
quarter inch tape is used, wound on two 
10%” reels. Start-stop time is 6 milli- 


seconds. The oxide surface of the tape 
touches only three stationary members, one 
of which is the magnetic head. During 
the rewind operation, the tape is auto- 
matically removed from the head. The 
tape drive consists of a single pinch-roller 
assembly, controlled by a high-speed mov- 
ing coil actuator. Two five-speed motors 
drive the capstan. The pinch roller is 
moved 6- to 8-thousandths of an inch to 
press the tape against the capstan for any 
of the speeds. The 
vacuum controlled 
tape reeling system 
is operationally in- 
dependent of the 
tape drive. Each 
reel is driven by 
a separate motor 
through a_reduc- 


— 











z 
BOSTON 




















to a desk” 


small investment—BIG RETURN 


BOSTON CHAMPION ? 











PORTABLE PENCIL SHARPENER 


4 DECORATIVE COLORS 


green-blue-sandtone-gray 
@ less time wasted 
e better efficiency 


e less than 1%c a day for one year 


with long life ahead 


Send for free comprehensive report on sharp- 


BOSTON 


SHARPENERS 


eners, Booklet N. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


tion gear. Vacuum 
sensing switches, 
associated with 
each motor, vary 
the speed of mo- 
tors to prevent ac- 
cumulation of tape 
in either columns 
adjacent to the 
read/write head. 
Exact end-of-tape 
sensing is done 


For More Information Circle No. 402 
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little folding machine 

ee ery Davidson Embee Models 230 and 360 give 

1» take biggest sheet sizes you more for your folding money—in 8 
a automatic feed is standard exclusive ways! See a demonstration. 


3+ fol up to 12,000 sheets of 


- x11” per hour 3 . 
4+ score, separately or simul- YQ y Model 360 folds 
taneously with folding ‘ up to 13%” x 27” sheet 


5+ perforate, separately or in 
combination with folding 


6* slit, separately or simul- 
taneously with folding 


7 + provide micrometer knob for 
very fine fold settings 


8 * move on built-in wheels 


| OC)Arrange demonstration () Send EMBEE brochure 





Name 


Firm. 











e Street 
DAVIDSON CORPORATION City Zone__State 
A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON STREET, BROOKLYN 5, NEW YORK 
Distributors in all principal cities ond Conedo L — «=. Headings in Protype © Text in Linotype — — J 


For More Information Circle No. 247 
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best sellers? 


We have specialized for years in 


COLORCOPY " producing the finest possible duplicating 


DU PLICATING SOLVENT - 


4 
-, products that you can put your own 


‘name on with confidence. If we are not 
4 already supplying your duplicating 
et " needs, these popular items should make 
Distributed OY j 


a good—and profitable—introduction. 











HCHO 


Colonial Spirit Duplicating Fluid: Huh CLEANSING CREAM 


Scientifically balanced and blended a Settee ae 
emicals to produce the 4 4 

maximum number of sharp brilliant , 

copies on all spirit carbons regard- a : 

less of color, {t can not rust or cor; = : Colonial Hecto Cleansers, 





of purest c 


Deen eel 


rode duplicating machine tanks, 





pumps or metal parts nor harm rub- 
ber moistener, tubing or pressure 
rollers. Packaged in blue litho- 
graphed one gallon cans, six to a 
carton, with one filling spout per 
carton. We imprint your private 
brand name on cans (minimum 

one gross) at no extra 


cost. : 
than the small origina cost of silk 


screen. 


Lotion and Cream types: 


are guaranteed to remove ani- 
line dye stains instantly and 
harmlessly from the hands 
Pleasantly scented, with lano- 
lin base, they leave skin soft 
and clean with no “after use” 
odor. Packaged in blue plastic 
containers, twelve to a carton, 
of one pound jars of cream 


type and 8 oz. squeeze bottles 

of lotion type. We imprint your 

‘ — nine name - the 

a * containers (minimum order one 

Med neo 4 y gross) at no extra cost ottier 

iwement : than the small original cost of 
Fequirements— the silk screen. 

let us help. 


Write today for details 


e 
CARBON COMPANY Skokle, tlinols 


SPECIALISTS IN SPIRIT MASTER UNITS, SPIRIT CARBON, GELATIN CARBON AND RELATED DUPLICATING SUPPLIES OF SUPERIOR QUALITY 
For More Information Circle No. 256 
Tue Orrice—September, 1957 





by passing the tape over two vacuum mani- | 
folds which detect the arrival of perforated | 
leaders and trailers on tape. For dust- | 
free operation, transport is delivered | 
mounted in a vertical frame with a glass 
door covering reel-tape mechanism. Power 
supply, control circuitry and forward and | 
reverse high-speed rewinding units are con- | 
tained in the unit. For More Information | 
Circle No. 160. 


STOCKROOM LADDER-TRUCK 


Rol-Away Truck Mfg. Co., 6143 SE 
Foster Road, Portland 6, Ore., makes the | 
Step-Lock Safety Truck and Ladder which | : 
can be locked into positive bearing She uses 
position on the floor from a simple pedal | x 


on the bottom step worked by the oper- i. } 
ator’s foot. The truck is then stationary | f. bea GRASER TIK 
and stable, leaving the user free to stand | | i 
7 She’s the apple 
of the boss’s eye 


Never underestimate the 
importance of a good secre- 
tary. When she takes a 
few days off, the Boss acts 
as though he were adrift 
in the Atlantic. 


Almost invariably you will 
find that the competent girl 
depends on EraserStik to 
turn out clean, neat work—— 
because it erases without a 
trace. 


7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


4 


0.S.A.7066 
*7099B jL. 














LK. Git SERVICE) U.5.A 


Let EraserStik help you 
td CPN: become the highest-paid 
on top for high reaches, or load or unload 4 oe Secretary in your office. 
from any side without its rolling. The ian With Without 
operator can safely stand on the top deck — NUid . @ brush 20¢ brush 10¢ 
for increased reach. Ladder has three ' ,' 

equally-spaced, non-slip steps for safety 


and convenience of women users. Tt is A. "7 FABER- CASTELL 


approved by the Oregon State Industrial 
Accident Commission. Overall length is PENCIL CO., INC. NEWARK 3, N. J 


434%"; width, 20”; height, 50”; height of 





For More Information Circle No. 358 
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“MATIC” 


POSTING EQUIPMENT 
INCREASES 
OFFICE 
EFFICIENCY 
AUTO'MATIC’ALLY 


DUO - MATIC 


POSTING TRAYS 
AND STANDS... 
Tray models for sheet 
sizes from 7” x 11” 
to 12” x 12”. Stands 
available in skeleton, 
fully enclosed or 
with Filing Drawer. 


PORTA- MATIC 
Trays available in 
12”, 1434”, 18”, and 
2334” lengths and 
ten widths from 
7 oo hr. 
Lightweight . , . 
Portable. 


TILT-O-MATIC 


Five sizes for all standard 
register and sales book 
forms. 


V-MATIC Tray 


Ideal housing for writing 
board and machine 
accounting records requiring 
small capacity. Eight 

sizes. 


Write today for our new, complete catalog. 


M-L MEAD-LEE Associates 


| ASSOCIATES | SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT Copeosatton 


1026 Niagara St., Buffalo 13, N.Y. 


Canadian Representative: 


J. J. Carter Agencies, 901 Yonge Street, Toronto 5, Ont. 


For More Information Circle No. 359 


£ 





top shelf, 38” 
flanges, 1312”. 
Circle No. 124. 


clearance between shelf 
For More Information 


COUNTER-TABBER 


Miller Lauffer Printing Equipment Corp., 
| 280 Lafayette St., New York 12, N. Y., 
|introduces the low-cost Tally-Tab 1000 
counter and tabber. It can be instantly set 
for any count from 1 to 1000 and oper- 
ates at speeds up to 450 per minute (higher 
speed counters available). It can be reset 
| to zero by pushing a button and automati- 
|cally recycles when predetermined count 








|is reached. Make-up switch allows oper- 
| ator to subtract sheets or pieces removed 
|from run. Pilot light indicates unit is 
| operating. The Tally-Tab is portable and 
|can be moved from one machine to an- 
| other. One roll of paper tape provides 
| about 1500 tabs for indicating counts of 
| Press sheets, continuous forms, etc. For 
More Information Circle No. 141. 

} 

| COLORED PHOTOCOPY PAPER 
| Gevaert Co. of America, 321 West 54th 
St., New York 19, N. Y., makes Gevacopy 
| photocopy paper in five colors: buff, pink, 





END DECIMAL- POINT ERRORS 
with Marchants new » DECIeMAGIC 


Touch one key one time—and 
DECI+*MAGIC sets all your decimals 
automatically in the keyboard and 
all dials, guaranteeing you correct 
decimals throughout the problem 
and in the answer. 





This positive protection, plus many 
other exclusive advanced features, 
makes Deci: Magic the easiest cal- 
culatorto use ever built. Never be- 
fore has a new calculator created 
so much interest... so many re- 
quests for demonstrations. 





' 





by 














SCOOOHOS6S 


OOO C066 6 
Soa CoCCeC Oe 


4 
3 
2 
) 


See it for yourself—ask your nearby 
Marchant Man for a Deci: Magic 
demonstration on your own figure- 
work. 


080 5 0 O80 0 O 





DECI-MAGIC 
MARCHANT CALCULATORS, INC. does It all for you~ automaticaly 
ecimal Setting 
ALL Dial Positioning 
ALL Clearing 


OAKLAND 8B, CALIFORNIA 


Modern Management Counts on Marchant 


For More Information Circle No. 225 
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ELECTRONIC 
CHECKS ON 
LITHOSTRIP 


lOorelatiial tio) elm ofel Jae l- 


up to 90% of sorting costs 
with automatic reconciliation 


s AVES 


NOW! 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS "ride free’’ on CONTINUOUS forms 

. useful on tabulators, teletypewriters or 
typewriters 


| files. 





CHECK RECONCILEMENT is obtained at a 
tiny fraction of manual cost by using punched 
card sorter, collator and tabulator, 
ELECTRONIC CHECKS also available on Litho- 
sets . . . requires no change in your present 
method of preparing checks. 

We engineer many types of office 


forms. CONSULT US. 
America 


500: BITT 


CSrapinsth 


ST. LOUIS 15 MO 


NER ST 


For More Information Circle No. 360 








[NO MORE MESSY BLACK INK! 


INKLESS 
MIMEOGRAPHING 


coming your way seen with 


DIAGRAPHY | 


STENCH DUPLICATING 
COMPOUND 


tstanding P tof 


THE PRINT-O-MATIC CO., IN 


For More Information Circle No. 361 
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green, blue, yellow and white. This al- 
lows making color coded photocopies of 
forms and other documents. Colors are 
indelible, being inherent to the emulsion 


| coating and have no harmful effect on 


the permanency or clarity of the copy. 


| Gevaert Positive Tinted Papers come in 


814" x 11” and 8%” x 14” sizes, 100 


| sheets to a package, at $43.15 and $55.20 


per thousand sheets respectively. Other 
sizes are available at 49c per square inch 


| of area for 1000 sheets. For More Infor- 
| mation Circle No. 119. 


SHELF FILING SUPPLIES 


Smead Mfg. Co., Hastings, Minn., makes 
a line of folders and index guides for shelf 
No. 1 shown in an index guide with 
1” exposure, flat insertable celluloid tab 
with flat back and 2” or 3” tab, available 


| with metal hooks for shelf back. No. 2 
is a 


one piece manila pocket with drop 




















| front and half-height gussets and open bot- 


tom corner on back edge, in flat, 1” or 2” 
expansion. No. 3 is a pressboard plain or 
free faced metal tab folder with square, 


| half, third or fifth cut plain or metal tabs. 


No. 4 is a heavy redrope pocket of five- 
piece construction with drop front, half- 
height gussets on both ends, double faced 
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SAN E 


Up to 50% 
of Production Costs 
on 
Davidson and 
Multilith 
Duplicator Plates 
with 


RAPID 


= 


PRINTER! 


Cut printing production costs to the 
bone by making your own pre-sensi- 
tized plates for Davidson, Multilith 
and other small presses . . . automati- 
cally, and with your present office 
staff! RAPID PRINTER actually pays 
for itself in one year if you make as 
few as six offset plates and duplicat- 
ing masters a week! Plates made 
with RAPID PRINTER give longer 
runs, have clearer dot structure, 
sharper line definition. Completely 
clean and completely trouble-free, 
RAPID PRINTER is the origina! and 
only completely enclosed carbon arc 
lamp and vacuum printing frame 
combination. 


; Contact your dealer 
CO mM Da ny, Inc. or write for bulletin 230B 





Genera! Office and Factory: 
824 S. Western Ave., Chicago 12, Ill. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 224 
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metal tabs at top in two widths and 1%” 
or 3%” expansion. No. 5 is a side-tab 
folder in manila or kraft; square, half, 
third or fifth cut tabs, and 9” front. All 
items made in letter and legal sizes. For 
complete catalog, Circle No. 137. 


SCANNING PRINTER 


Clary Corp., San Gabriel, Calif., makes 
the Clary Scanning Printer 1960, a self- 
contained unit capable of converting a 
parallel set of decimal contact closures into 
a printed digital record. The unit basically 
consists of one solenoid per order which is 
activated under control of a commutator 
located on the machine which scans the 
closures to be printed as the machine cy- 
cles. Unit contains its own power supply, in 
associated circuitry, for actuating the coils. 
The number of leads between the printer 
and the device being read would be a 
maximum of 25. Its maximum printing 
capacity is 12 digits per line with a mini- 
mum printing rate of three lines per sec- 


ond. The Clary Scanning Printer will be 
in production early in 1958. For More 
Information Circle No. 117. 


INDEX TABBING 


G. J. Aigner Co., 426 South Clinton 
St., Chicago 7, IIl., announces a new plas- 
tic-strip index tabbing that’s 1/3” deep. The 
1/3” size is designed to replace the conven- 
tional %” size first introduced by Aigner in 


‘““Paper Punches Every Office Needs!”’ 


CLIX 


3-HOLE PAPER PUN 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $4.00 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 8%" sheets. 





Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
WESTERN REP.— HARRY HENKEL ASSOC., 1355 MARKET ST., SAN FRANCISCO 





Improved 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, office and industry. Light pres- 

sure of thumb punches clean 14” hole instantly 

in paper, light cardboard, etc. Ideal for punching 
tickets, tags, restaurant checks. 
12 in counter display carton. 60 
cent list. 


MODEL 100x... Punches 4" 
hole, 4" from binding edge. 





For More Information Circle No. 403 
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Look «,. you can type on it! 


MAKE REVISIONS 
IN SECONDS 


with this new invisible tape 
you can write on! 


FAST, NEAT CHANGES are easy to make with 

“Scotcn”’ 810 Permanent Mending Tape. It 

has a new non-reflecting surface you can write on with pencil, ink or 
typewriter. And revisions look neater because ‘‘ScoTcH’’ 810 becomes 
practically invisible on contact with paper. Also, it will never shrink, 
become brittle or ooze adhesive. “ScoTrcnu’’ 810 is the ideal tape for 
invisible mending of office records, maps, important documents. Get a 
supply today! ae 


ScoTcH “= 


BRAND Peemanat mending tne ; 
om PERM NEN) Parts 
810 Permanent 
Mending Tape 


aooucr 4 
‘ < The term ‘“‘Scotcn”’ is a registered trademark of Minnesota Mining and Manufacturing 
Co., St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada 
asennc’ P.O. Box 757, London, Ontario. 
For More Information Circle No. 431 
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FORMS si: MONTH 


arte CARB 


rome COMBO 


trebles productivity, simplifies billing and 
shipping, cuts down typing and handling. 
Three parts invoice 8%4” x 7%”, one 
shipping label 6” x 4%” and three 814” 
x 9” bills of lading filled out with one 
typing. Available at low cost with your 
imprints or custom-tailored to fit your 
specific needs. Send for actual sample 
if you want to cut clerical costs and 
increase efficiency and productivity. 

















INTRODUCING ... 


A NEW SERVICE 
FOR BUSINESS FORMS USERS 














220 


Eliminate waste and inefficiency by using 
the comprehensive know-how of forms 
experts who study your problems and 
make recommendations tailored to your 
needs. You get creative forms design 
based on practical applications as well as 
reproduction economies for every type 
of form. Consultation is gratis. Call for 
an appointment with an engineer-minded 
forms specialist. 





INTER- 
OFFICE 


“Put it in writing” is a good credo but 
keeping a record is even better, Spot 
earbonizing is the key to better effi- 
ciency. One three-part form provides a 
back and forth memorandum as well as 
a record. Price per 1000 $18.00 (special 
discount on larger quantities). F.O.B 
New York. 
Phone: WA 5-3426 


FORMS DEVELOPMENT CORPORATION 
Leonard and Lafayette Streets 
New York 13, N.Y 


For More Information Circle No. 362 





the early thirties. This new size permits 
regular typewriting spacing, eliminates 
using a soft roller and makes centering of 
titles much simpler. Titles are always on a 
straight line, with no wasted insert strips. 


a 
[EASE] val cur {0 any [oesineD) 
UT |1O haa, 


My NO SOFT ROLLER REQUIRED 


AICO’S NEW 1/3” 
Typerite INDEX TABBING! 














Except for the size difference it is similar 
to Aico’s %” tabbing. It may be used for 
1 and 2 line titles, comes in 6” strips, two 
to an envelope, in a choice of 8 colors. 
For More Information Circle No. 103 


CUTTER-PERFORATOR 

Harvey Div., Lansdale Products Corp., 
Box 568, Lansdale, Pa., are shipping a new 
model Harvey Safety Cutter and Perfo- 
rator. The streamlined housing and im- 
proved blade suspension for all Harvey 
Cutter and Perforator heads allow effort- 
less operation. A specially designed hinge 
suspension and a groove on the lower side 


of rail arm assure straight alignment when 
rail is in depressed stage holding materials 
to be cut. The variety of materials which 
can be cut or perforated on the Harvey, 
and the choice of straight or bevel full 
length or limited length inside or outside 
cuts which can be achieved with simple 
settings, make it a real workhorse. For 
More Information Circle No. 166. 
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Have YOU Ever Run A 


DUPLICATOR? 


Personally, I mean. That’s the best way to 
know the difference between duplicators, and 
the advantages of Old Town’s new Model 10 
spirit duplicator. 


CLEAN 
You finish up a job with clean hands and clean 
clothes. 


SIMPLE 

Just two levers—Copy Lever and Paper Lever 
—do the work. “Tri-Functional” is the word 
for each. Copy Lever automatically controls 
pressure, moistening rollers and fluid feed. 
Paper Lever controls paper feed, master 
clamp and moistening wick, No “guess”—no 
“mess’'! 


REALLY "DELIVERS"! 

As Many As 5 Colors At Once! 

Produces hundreds of uniformly bright, sharp 
copies you want. All sizes, from postcard to 
legal. In attractive colors (black included) 
any combination up to five! 


LOVELY TO LOOK AT 

Old Town new Model 10 is clean, colorful and 
sparkling—just invites you to use it! 

These are the reasons why office girls love to 
use Old Town’s automatic, simple, new Model 
10 spirit duplicator. Write for details—includ- 
ing the very attractive price. 


OLD TOWN CORPORATION 


Established 1917 
750 Pacific Street, Brooklyn 38, N. Y. 


World’s Foremost Maker of Carbons, Ribbons, 
Duplicators and Duplicator Supplies 


For More Information Circle No. 255 


THe Orrice—September, 1957 








VISUAL 


MAGNETIC 
CONTROL 


MAGNETS MOVE FASTEST—& EASIEST--OF A 
Simplest Control for PRICES & 
Sales e Production — 
Charts e Personnel 

Maintenance e Scheduling 


Machine Loading 
Visual etaaaiis 
COLORFUL. MAGNETS 
ORGANIZE ie ieee 
SHOW 
INSTA NILY REQUEST 


GET THE JOB DONE 


Methods Research Corp. 


442 Mosel Avenue, Staten Island 4, N. Y. 


Priced From 


538, 


INCLUDING 
MAGNETIC 
ELEMENTS 


fhe For More Information Circle No. 363 





DID YOU KNOW? 


you can 
save money 
by using... 


LOOSE-LEAF 


PRESTO 


ACCESSORIES 


q| e STOP and THINK 
oe what you may be 
aadeinien spending yearly for 
loose-leaf accessories. 

t\7 eSTOP THIS 
WASTE! By using 
] il PRESTO you can save 
} hundreds of dollars. 

4 Effi 
ALUMINUM 
SCREW POSTS 


“iency-minded_ com- 
panies everywhere are 
already making gigan- 
tic savings. in time 
and effort by using 
PRESTO. 

See vour local stationer or 
write us for name of near- 


est PRESTO dealer 


CHARLES LEONARD, INC. 
79-11 Cooper Aye., Glendale 27, N. Y. 
Manufacturers of Stationery Specialties 
For More Information Circle No. 364 


PRONG PAPER 
FASTENERS 


| high with a 10” x 16” 


| adds up to one million. 


FILE STOOL 


Replica Products Corp., 154 Nassau St., 
New York 38, N. Y., offers the Finest- 
Made Aluminum Step Stool for file depart- 
ments, libraries and stockrooms. It is 12” 
top. User can sit 


on it to comfortably use lowest file draw- 
ers or shelves; and safely stand on it to 
reach high places. Constructed of alumi- 


| num with cemented rubber skid-proof mat 


and feet. The tubular aluminum legs are 
steel-riveted to the top. Weighs 3% Ibs. 
and its anodized finished is guaranteed not 
to get dull. For More Information Circle 
No. 138. 


POCKET ADDER 


Products, Inc., 699 Madison 
N. Y., offers the 


Hastings 
Ave., New York 21, 


Arithma 
weight, 


Addiator, a pocket size, light- 
noiseless adding machine which 
Machine also sub- 
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Take a close-up look at the 
newest safe yet! 


DIALING AT “WALK-UP HEIGHT’ 


Dials and handles 
easily operated 
in normal 
standing 

position. 


The completely new line of YORK Safes offers 


world’s easiest-to-use record protection. 


Unequalled user conveniences make it easier to pro- 
tect records from fire loss in the new line of York 
Safes. Walk-up dialing eliminates squinting and 
stooping. Larger combination numbers read _hori- 
zontally ... the natural way ... and assure complete 
dialing privacy. Flexible interior arrangements ac- 
commodate all types of records, trays and books. For 
complete information on the newest and best in 
record protection . . . offered by one of the oldest 
names in the industry ... mail the coupon. . . today. 


York Safe & Lock 


Canton 2, Ohio 


Firm 


There is a 
York safe 

for every 
office... every 
business. 


N-542-DI 


910 Mulberry Road, S. E. 


Please send details about your new line of YORK Safes. 





YORK SAFE & LOCK 


910 Mulberry Rd., S.£.* Canton 2, Ohio Individual 


Title 





Street 





City 


Zone State 





—— ee ee ee 





For More Information Circle No. 244 


Tue Orrice—September, 1957 





You get far better results when 
you use Mercury accessories, 
because they are built as accu- 
rately as rollers and blankets 
for the largest commercial 
lithographic presses. The 
materials used also meet the 
same high standards. Rapid 
Roller Company guarantees 
no finer rollers or blankets 
can be obtained! 


RAPID ROLLER CO. 


Main Office and Factory 
Federal at 26th St. Chicago 16, Ill. 


Eastern Sales Office 
218-224 Elizabeth Avenue 


Newark 8, New Jersey 





For More Information Circle No. 249 


Tue Orrice—September, 1957 





NOW-Better Than Ever! 
} The New 
Precision made of aluminum in West Ger. | (iis ¢ DEPENDABLE 
many, it is only 6” long and fits flat in ‘ : 
pocket, brief case or handbag. Retails at elect leaiataalaele 


$3.98 with carrying case. For More In- iaaiae Péurtedin ini Set 
formation Circle No. 128. 


Syne 


Comfortable writing efficiency at a low price 
RUBBER BANDS New smart design fashioned from lustrous 
Alliance Rubber Co., Alliance, Ohio, “en eee. Fast-Giting, double ac ten 
announces their E-144 Sundry Pak of top 08 keeps pen always ready hae’ — 

4 Inique, attractively designed, weighted 
quality rubber bands for sale through Sta- base. Tredin screw-in feed and point 
tioners, variety stores and chain drug makes points instantly replaceable 
stores. Assorted sizes and colors are Lists at only $3.55 with stainless steel 

' ery 5 point — $3.95 with 
alloy-tipped point 


DE-200 
DESK SET 





PD ee PO 


For Public Use... 
Chained to Stop Theft 
Has all the top features of the DEPEND 


ABLE set above plus a 24-inch bead 
chain attaching the penholder to the 
base, thus guarding against willful or 
thoughtless appropriation of the pen 

. ‘ It’s the ideal writing equipment for 
packed in 1l-oz. boxes to retail at 25c. insurance and other financial insti 








Re oe ® . : tutions. Extensively used in hotels, 
These are ideal for desks, kitchen drawers cabal Uaaieacmnaeens aidan: atied 


or workshops. Attractively presented in public places. Simple, effective 
attention-getting bright red display box. adhesive backing firmly 


. . ° holds base to desk 
For More Information Circle No. 109. or counter, Just 


$3.80 list price 

for stainless steel 
i tipped point — 
National Let- | = §4.90 with alloy- 


ter Writing | tipped point. 
Week, Oct. 6- 

12, will be | 

promoted in- DE-1000 


t tional i 
on sae te PUBLIC DESK S&T 


the U. S. Post | 
Office Dept. | TREDIN Godliniduad v PEN POINTS 


poster. Poster FOR EVERY WRITING REQUIREMENT 
shown is that 


; “20h NATIONAL of the Paper 
Stationery & » w EG x 
LETTER Tablet Manu- wa hae ae d\. ~ fe 
WRITING e facturers 
WEEK Assn. ( 4 


$ .3: PPED § 








Visit or call your Stationery or Office Supply House Today! If not available 
locally, send for any Sengbusch Office Aid on 30 Days FREE Trial 


For More Information Circle No. 194—> ? 


© 


4 CiSOfe " 1297 SENGBUSCH BUILDING 


MILWAUKEE 3, WISCONSIN 


TLALC A £9 ie + 5 as > -~ 





How to Express Ideas 


A. B. Dick Co., Dept. 0-77, 5700 Touhy 
Ave., Chicago 31, Ill, has published a 
booklet, “The Care and Feeding of Ideas,” 
which discusses three points that are im- 
portant to anyone in business: how to 
develop ideas, how to explain them, and 
how to activate them. Robert Gunning, 
business writing expert, contributed the 
section on “how to write for human 
beings instead of waste-baskets and filing 
cabinets.” His Fog Index measures the 
combined effect of sentence and word 
length. He says the index will tell you 
about how many years of schooling a 
person needs to read and understand your 


DISTRIBUTORS—PRINTERS 


Get your free copy of new 
1957 copyrighted illustrated 
price catalog 
largest 
ever presented. These no car 


writing. The Bible, for the most part, tests 
sixth and seventh grade reading level and 
many of the classics check out at seventh 
or eighth grade level. Mr. Gunning warns 
that the Fog Index is only one guide of 
clear writing. He lists ten basic principles 
that will help businessmen explain their 
ideas clearly and succinctly. The section 
in the booklet on development of ideas 
is written by Dr. G. Herbert True, Uni- 
versity of Notre Dame. Declaring that 
creativity can be systematized, he outlines 
a seven-point program. for bringing an idea 
to fruition. “How to Keep Ideas From 
Wilting” is the section which reviews the 
means for circulating ideas and it points 
out that “duplicating products are the tools 


showing the 
line of N.C.R. forms 


bon required forms include 

N.C.R. snapsets,—flat and fold 

over statements,—one part fold 

over and the finest N.C.R. line 

find statement being made. Other 

items in the N.C.R. line are three part reply sets,—letersets, 

—and blank sets for imprinting. Also shown are many of 
the above in carbon interleaved style. 

Sold only through distributors and printers who should 

write on their letterheads, today, now, for their free copy 

of this very new catalog to: 


ae Cubinebe Tout MFG. CO. 


329 WEST COURT ST. CINCINNATI 2, OHIO 
For More Information Circle No. 365 
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YOUR SIGNATURE 
CAN BE SUCCESSFULLY FORGED 


Do your executives ‘perform the frustrating 
clerical work of signing checks when their time 
should be devoted to executive duties? 


THE SIGN-O-METER 
SIGNATURE IMPRINT 
CANNOT BE FORGED. 


The Royal Companion 
Check Signer and Dater 
is also available with the 
F & E Electric Premier 
Check Protector to Pro- 
tect, Date and Sign auto- 
matically as illustrated. 


Other Hand and Elec- 
tric Sign-O-Meters avail- 
able to fit all types of 
checks. 

Amounts up to $10,000,000.00 





Manufactured by 


THE HEDMAN COMPANY 


Chicago 14, Illinois 
SALES AND SERVICE IN ALL PRINCIPAL CITIES 
(Mail Coupon) 
THE HEDMAN COMPANY 
1158 West Armitage Ave. 
Chicago 14, Illinois OM-9-57 
Please send without obligation complete information on 


the ROYAL COMPANIONS. 


ee Ce See ee ee Cee eee 


Since 1914 
bea. I. | SRR Ae ZONE 











For More Information Circle No. 355 
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“Old Faithful” 


Allen’s been faithful, too—since 1920 

Our time-tested products are also faithful 
profit-producers for you—made for every 
purse and every purpose. Boxed under our 
brand name or yours. Write today or phone 
BEekman 3-2255 for prompt sample service 
and quotations on our complete line. 


@z 


INKED RIBBONS 


ORCC CeCe EE EEE Ee 








u Bae tate Information Circle ie 
NEW! 
THE COPYHOLDER 
THE TYPIST DESIGNED 


250,000 
sold in 
EUROPE 


fin “calor 


Fully automatic 

line-by-line 

copyholder. 

Keyboard or Foot 

Control. With 

Magnifier and Copy-Lite, two 
ereat aids to typing efficiency. 


Here is a first class opportunity to market the 
the best of all copyholders—the LINDICATOR. 
Repeat orders flood in once your customers 
have seen this superbly made job. Big profits 
await dealers who are lucky to obtain exclu- 
sive territory. Apply NOW 


kR ! 
LINDICATION LTD. fiers enelong ste 


For More Information Circle No. 405 
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business uses to get the right information 
in permanent form to the right people at 
the right time . in short, to put ideas 
into action.” This section describes five 
major duplicating processes: mimeograph, 
offset, Azograph, spirit, and photocopy. 
For the booklet, Circle No. 136. 


Office Layout Manual 
Wood Office Furniture 
11th St., NW, Washington 
a 32-page illustrated book, 
ning and Layout,” which 


Institute, 730 
1, D.C., offers 
“Office Plan- 
covers space 


utilization, lighting, sound, color, and fur- 
niture selection and arrangement. It shows 
how to plan a layout for the best flow of. 
work, and contains data on width of 
aisles, spacing of files, etc. For a copy of 
this book, Circle No. 193. 


Tips on Mailing 


Pitney-Bowes, Inc., Stamford, Conn., 
offers a booklet, “29 Timely Mailing Tips,” 
which states, “Too often getting out the 


| daily mail is considered a minor phase of 


business operation, when actually—even 
in smaller firms—it deserves top manage- 
ment attention. More often than not, the 
Post Office is not to blame for the letter 
that got there late, the package that went 
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tom - The highest quality 
. @ adding machine at 


the lowest price! 


y 1¢ Now being 
introduced 


Bi. the 
Dist time 
@ in America! 


e Large Capacity “10 Key 
— 10 Total 11” 


we Credit balance and 
a subtraction in RED. 


IT’S TOTALLY DIFFERENT! 


It's Years Ahead in Design, Construction and Performance 


e@ All parts precision . e@ Easy-to-get-at mechan- 
made of top grade ism for cleaning and 
hardened steel, coated ‘ maintenance. 
with copper and re- “ i 
coated with nickel for . @ Comes equipped with a 
a lifetime of trouble- , == % separate lever to op- 
free operation. Se Y ~ erate manually as well 

as electrically. 


y? & THE : 7 Unbelievably Low in 


at 
evectric $29950 
ADDING (A imatel $100 le 
roximate Ss 
MACHINE than other nadie of 


LARGE CAPACITY 10 KEY — 10 TOTAL 11 (with CREDIT BALANCE) Comparable quality) 


The BRUNSVIGA Model 111RT brings you many eer 

quality features never before found in an add- Of rege deg 

ing machine at this amazingly low price. For a 

proof of smooth and dependable performance We are interested in the BRUNSVIGA Model 111AT Electric Add 
practically service-free, see your local dealer ing Machine 

for a demonstration—or send coupon for name papel ap 


of nearest dealer. NAME TITLE 


Manufactured by the COMPANY. 
BRUNSVIGA MACHINE WORKS, Braunschweig, Western Germany ADDRESS 
Sole Selling Agents in the U.S.A. and Canada 


TYPESALES, Inc., 419 Broome St., New York, N. Y 














CITY. STATE 
DEALER'S NAME 








For More Information Circle No. 353 
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KLEEN-ALL® 
Newly CLEANSING CREAM 


Improved 


EA . 
ch Ss 
. - " ‘Mee 


unbreakable 
beautiful 2 Ib. 
and 1 tb. 
PLASTIC 
CONTAINERS 


For 

Removing 
e All Hecto- 
graph 
Spirit Carbon 
& Ribbon 
Stains 
Mimeograph 
Multigraph 
Ball Point Pen 
Ink Stains CONTAINS LANOLIN 

KLEEN-ALL will not deteriorate, harden or shrink 

while ae) on your shelf, UNCONDITIONALLY 

UARANTEED FOR ONE YEAR. 
We also caames an. quality DUPLICATING 


Kieen-All removes stains fast. 
Leaves hands soft and smooth. Does 
not remove or discolor fingernail 
polish. A 100% pure cream—no 
filler used. Contains no impurities 
which eee to oe hidden with color. 
The SN HITE cleansing cream 
made ae of cosmetic ingredients. 
Can be used for removing stains 
from clothes. 


Our products can be ordered through your local supply 


Write for price list and FREE 2 oz. sample jar 


KRAYER MANUFACTURING CO., Inc. 


542-548 Pine Street Elizabeth 1, N. J. 
For More informati on Circle No. 406 


WANTED... 

DEALERS FOR OUR 

MULTI-COPY FORMS 
Expanded facilities 
and added equip- 





ment allow the 
addition of new 
Fast, de- 


pendable delivery. 


dealers. 


All forms carry 
Also 
shipped under 


dealer’s name. 
ONE TIME 
CARBONS dealer’s label. 
WE SERVE AS YOUR FACTORY 
AND WAREHOUSE. LIBERAL 
PROFITS TO DEALER. 


ROGERSNAP 


BUSINESS FORMS 
P. O. BOX 10425, DALLAS 7, TEXAS 


For More Information Circle No. 407 


Now packed In | 





astray, or the carton that came through 
crushed. For there are many things a 
mailer himself can and should do to help 
the Post Office give him good service.” 
In offering 29 “practical suggestions from 
our 36-year experience in working with 
thousands of business mail users and 
postal officials,” the booklet presents them 
in three categories: Helpful Hints for Han- 
dling Your Regular Daily Mail, Parcel 
Post Pointers and Tips for Advertising and 
Other Volume Mailings. For a copy of this 
booklet, Circle No. 175. 


Offset Manual 


Mead Corp., Advertising Dept. 0-102, 
Dayton 2, Ohio, offers a manual that pre- 
sents valuable hints and suggestions on 
how to employ small offset presses to 
greater advantage. Titled “How To Get 
Big Results with Office-Size Offset Equip- 
ment”, this 24-page booklet includes many 
idea-provoking suggestions on such sub- 
jects as copy preparation, use of artwork, 


treatment of photographs for reproduc- 
tion, use of tricks and gimmicks, plus 
other general facts of interest to users of 
small offset presses. Another section, 
headed “Variety With Papers”, tells the 
proper grade of paper to use for various 
types of printed jobs. Included are three 
“Clip Tip” sheets which are an assort- 
ment of art, type and hand-drawn versions 
of important words-and-illustration ideas 
suitable for reproduction by offset. These 


| will be provided on a continuing basis to 
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WG atk modern types of 


4319. > bindings 


=e 





to do every binding job— better! 
2 





2— GBC WIDE-BACK " 3+GBC SQUARE-BACK 
Plastic Binding Plastic Binding 








4—GBC'SLIDE-RING™ 
Plastic Loose-Leaf Binding 


5—GBC GEB-RING 
Metal Loose-Leaf Binding 




















Now, all your material (presentations, reports, 

Send for new catalogs, portfolios, etc.) can be handsomely 

P bound with the most effective type of binding 

FREE sample kit of possible. Your material will be more attractive, 
d hindi more impressive, more readable—and you will 

modern binaing save money too. Only a GBC office binding sys- 

tem offers 5 modern types of bindings—the 

right binding to fill every specific requirement. 

What’s more, each GBC binding uses the same 

punch pattern—the same low cost equipment. 


GBC, GENERAL BINDING CORPORATION oun" 

1101 Skokie Highway, Northbrook, Illinois O-97 
Please rush me, without obligation, your new sample kit 
of modern binding 


Name____ _Position 
Firm__ 


Address__ 


eae. 


For More Information Circle No. 420 
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SCHCHCHHHSSOOSSSESOOOSOOOSE 


Most Important Business Show Ever: 


The 1956 National Business Show went way beyond anything 

ever held before: x Most Important innumber of exhibits * Most 

Important in attendance * Most Important in enthusiasm. 
... and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 


All the industry exhibits— All management attends 


OCT. 28th THROUGH NOV. Ist, 1957 


New York Coliseum, Columbus Circle, New York 


Rudolph Lang, Managing Director 
33 West 42 Street, N.Y. 36, N.Y. - Pennsylvania 6-6760 


For More Information Circle No. 215 
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users of this Mead manual when they sub- | | 
scribe to this no-cost service. For the man- | K E 
ual, Circle No. 144. 


Chart-Making Materials 


Chart-Pak, Inc., 13-25 River Road, Leeds, 
Mass., offers their revised and enlarged 
illustrated 24-page catalog of printed pres- 
sure-sensitive tapes, templates and other 
chart-making materials. Included are in- 
structions for making office and plant lay- yroMATi” 


aofen “a neDD DER 
pAPER © 


_ DESTROY OLD FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 


AUTOMATIC 


SHREDDER 
Chart-Pak items include office machine | a) Add filing space by 


outs, organization and flow charts. New 


= am OFFICE PAPER 


templates and a Tape-Pen for producing | destroying cancelled 
accurate straight or curved lines with tapes. checks, ledger sheets, time cards, 
All the regular Chart-Pak items are in- W2's, pay vouchers, and obsolete 
cluded and everything is illustrated and papers—in your own office! The new 
priced. For a copy of this catalog, Circle "SILVER EXECUTIVE AUTOMATIC" 
No. 172. Paper Shredder is the only automatic 
feed machine .. . shreds papers into 
unreadable !/4” strips, in just a few 
seconds! The machine is an attractive, 
Jupywo Check Writer Fayed typewriter-size, portable desk model, 
Gives the same POSITIVE with full 2 HP motor. Completely 
PROTECTION as machines ’ safe, and easy to operate. Many other 
costing up to $500.00. ff sizes available, too. 


It is a machine that will xs . Ten-Day Trial on any shredder. 
absolutely prevent the mu- aw 4 


tilation, alteration or forg- oY. Write today for literature. 
ing of the figures in checks “ 
and other valuable securi- t- 


te com || INDUSTRIAL SHREDDER 
Nippo Machine Industry Co, Ltd. || va Viddler Lompany 


Tenji-cho, Nishi-ku, Yokohama, Japan 
103 MILL ST. * SALEM, OHIO 
For More Information Circle No. 366 For More Information Circle No. 367 
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Intermediate Whiteprints 

Ozalid Div., General Aniline & Film 
Corp., 5 Corliss Lane, Johnson City, 
N.Y., offers a bulletin describing the ad- 
vantages of using sensitized intermediate 
whiteprint materials to cut drafting time, 
speed design changes, safeguard valuable 
originals and make complete prints. Ozalid 
intermediates are sensitized papers, films 
and cloths that exact “duplicate 


Force C l 


give 


Div., 
i Core. 
Ave., 


from which needed prints may 
Valuable originals are pro- 
tected from aging, wear and tear. Inter- 
mediates save time in miass-producing 
prints from one original. Intermediate 
prints eliminate tracing or redrawing the 
original design and can be changed or 
modified by using Ozalid corrector fluid. 
The bulletin gives complete descriptions 
of all Ozalid intermediate materials. For 
a copy, Circle No. 176. 


originals” 
be obtained. 


Office 
Furniture 


Remington Rand 
Sperry Rand 
315 Fourth 
New York 


eases tired eyes 
...cuts errors! 


This automatic numbering line. 
machine prints big 9” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 

. . consecutive, duplicate, 
repeat action. 


™ FORCE - & CO. crore 


For More Information Circle No. 414 


10, N.Y., offers the 
Remington Rand 
‘Dream Office”’ 
Furniture Catalog 
describing the fea- 
tures of their entire 
The 26-page. 
colorfully  illus- 
trated catalog tells 
how dramatic color 
tone has taken the 
leading role in all 
office scenes. From 
the Aristocrat ex- 
ecutive desk’s lus- 
trous polished fin- 
ish to the choice of 
colors and mate- 
rials available in 
posture chairs, the 
color accent pre- 
dominates. The 
firm’s engineers la- 
bored to exacting 
specifications be- 
cause they realized 
the need, more 
than ever, for 
greater utility, 
strength and beau- 
ty of design in steel 
office furniture. 
For a copy, Circle 
No. 178. 
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be ae - aime! par 


Fr oumin onsite age” 


& Faster action on correspondence! 
% Takes only a minute te fill out! 


owt 
® Eliqpinates dictation and transcription! with  e ) a L e ‘ i H 


COMMUNI-CARDS 
Brief to-the-point messages on handy post- 
cards.greatly speed correspondence . . . 
increase Office efficiency ... . eliminate 


need of. time-consuming letters. . . cut 
postage costs. 


Attractively printed in red on white stock 
to attract maximum attention. 


Packed 100 cards to a box. 
Retail Price $1.25 per 100. 


6 Types of Communi-Cards Available Now 


#600 Advance Notice of Sales Call 
#601 Short Letter Form 
#602 When Are You Shipping 
#603 Acknowledgement of Order 
#604 Important Order Information 
#605 Request for Sales Promotion 
Material 
(with more to follow shortly.) 


See Them Now! . . . at your office supply dealer! 


Dealer and Representatives inquiries invited. 
k about wa 
As FILL OUT and MAIL for SAMPLE COMMUNI-CARDS 


OELRICH ... 


“SALES MONITOR” 
“MESSAGE MINDER” 
“SUPPLIER DATA FILE” 
“COST and RESALE 
INDICATOR” 


and others! 


Oelrich Publications 
4308 N. Milwaukee Ave. 
Chicago 41, Illinois 


Please send: (J) Sample Communi-Cards 
CJ General Catalog 0-1 


Name____ Paes i Se 


Name of Company 


eceeseeeoeeoeoeeoeoeooeeeese 


Address sine at a 


For More Information Circle No. 220 
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GOT HIGH-PRICED HELP) | 
e LOOKING FOR RECORDS e 


LOW-COST “CONVOY” § 
FILESe 


A. STORAGE 


All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 

Sizes: letter, legal, 
deposit slip, tab card 
10 others. 

There’s a dealer 
near you — or write 


CONVOY, Inc. 


STATION B, BOX 216-H 
CANTON 6, OHIO 


check, 





00 FOR 
~~ 1000 





ae 500 ONLY $28 


COVERS 
P YOUR LETTERHEAD TO THis AD... €3< iY 
ATL-FOR FREE PROOF. 


fete) 
DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 








For More Information Circle No. 369 
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Offset Ink Guide 


Davidson Corp., 29 Ryerson St., Brook- 
lyn 5, N. Y., offers an ink color guide to 
help users of small offset equipment select 
inks and additives. The guide contains 
specimens of the 33 most popular inks in- 
cluding the four primary colors and vari- 
ous derivative colors. A good selection of 
black inks is also shown for standard 


offset reproduction, as well as for per- 
fecting work. Three screens (25%, 50% 
and 75%) show light, medium and dark 
color tonal values, and each color is also 
shown solid. An additive section gives the 
user information on correct reducers, body 
gums, driers, adjusters and overprint var- 


|nishes stocked by Davidson in its line of 


Laboratory Controlled Chemicals and 
Supplies. This section also covers pre- 
printing inks for reproducing and non- 
reproducing work. Plastic bound for con- 
venient use in a handy 34%2"x5%”" size. 


| For a copy, Circle No. 171. 


Standard Interleaved Forms 
Midwest 
Mich., offers 
showing standard 
of carbon interleaved 
every type of business. 
catalog shows dozens of forms, 
available only on custom orders, which 
are now stock items. All forms in the 
catalog are available on 2-3 weeks delivery. 
For the catalog, dealers should Circle No. 

185. 


Rotary Maniforms, Caro, 
dealers their new catalog 
Snap-A-Carb unit sets 
forms for almost 
This comprehensive 
formerly 
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Automatic Label Writing 

Allen Hollander Co., 385 Gerard Ave., 
New York 51, N.Y., offers a brochure 
titled, “Automation - Labelation” which 
shows how extra value can be given to 
an installation through the use of mar- 
ginally punched pin-feed labels. It de- 
scribes several types of Automation La- 
bels: pressure-sensitive, water gummed, un- 
gummed, thermoplastic (heat seal), tag, 
etc., and methods of adapting standard 
typewriters to pin-feed operation, as well 


as the use of labels in other automatic 
machines. Case histories show typical ap- 
plications of labels as by-products of auto- 
matic machines. There is a list of various 
pin-feed labels according to stock, con- 
struction and put-up, as well as surfaces 
that can be labeled, types of machines that 
can be used, and systems in which “la- 
belation” can serve. Includes a test kit 
of marginally-punched pin feed labels for 
experimentation. For a copy. Circle No. 


One Silver Dollar 
may save many! 


e Test your postal scale with a U.S. silver dollar— 
mint-weight 15/16 ounce. If your scale shows markedly 
less than an ounce, many of your letters probably arrive 
“Postage Due”, an annoyance to the recipients. If the 
dollar weighs an even ounce or more, you are wasting 
postage, using 6c on 3c letters in many instances! 

@ This new Pitney-Bowes*4900” designed for the small 
Office, registers weights from 4 oz. to | lb. with depend- 
able accuracy. With its cylindrical computer, you can 
quickly find the exact postage needed for Ist-3rd class 


Free: Send for a handy desk or 
wall chart of Postal Rates, with 
parcel post map and zone finder. 


mail...save time, postage, 
good will! 

e Five other PB models avail- 
able, including a parcel post scale 
weighing up to 70 Ibs. Ask the 
nearest PB office for a “Silver 
Dollar” test . . . or write for free 
illustrated booklet. 


PITNEY-BOWES 


Mailing Scales 
3492 Walnut St., Stamford, Conn. 


Made by the originator of the postage meter... 
affices in 103 cities in U. S. and Canada. 


For More Information Circle No. 370 
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Eliminate 
Dangerous, 
Messy 
Wires 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
In Lengths of 4, 5, 6 and 10 ft. 

No Installation Necessary. 

U.L. Approved 
Write for FREE Circular O-ED57 


CMG INDUSTRIES ° IDEAS, INC. 
615 South 2nd St., Laramie, Wyoming 





For More Information Circle No. 418 





POWERMARK Electric Imprinter 


Numbers 
Dates 
Codes 
by 
POWER 


Prints 8 to 12 carbon inserts—single sheets, 
too. Adjustable throat depth to 5”. Vertical 
and horizontal control. Automatic numbering 
units permit consecutive, duplicate and repeat 
movements. Saves man hours in office or 
plant. Write for specifications. 


POWERMARK for production marking 








FORCE WESTERN, Inc. 


434 S. Wabash Ave., Chicago 5, Ill. 


For More Information Circle No. 419 
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Tabulating Card Files 


Record Files, Inc., Box 581, Wooster, 
Ohio, offers a 16-page catalog of their new 
and improved line of tabulating files. All 
files, for inactive retention and for hous- 
ing of active cards, are available in stand- 
ard or nylo-glide. Drawers in most files 
are equipped with handles, front and back 
for ease in carrying and each drawer has 
its own positive lock compressor to main- 


RFI'S “EXPANSION PLANNED” 
TAR CARD Frits 


THE WORLO'S LANGEST SHLEETION OF 
SWE WORLD'S Pimest Fas TARO Freee 


SPKO-GLIO8 OTLURE 
Re CORK HED 


RPANRARD ~ PLE 
75R SAPD REED, 


STAMBARE 
Tee CARD ODES 
TAR CAED BOR BMITS 


w BECORD FES, INC. 
' weoereR. isin 
tain perfect condition of tabulating cards. 
Files are available in two or four drawer 
units and can be locked together side-to- 
side, back-to-back or top-to-bottom to 
form rigid batteries. Leg or standard flat- 
base units are available as well as mobile 
units that can be tailored to fit any re- 
quirement. A new transport case enables 
anyone to carry a tabulating card drawer, 
like a suitcase, to any desired location 
without: spilling cards. For the catalog, 
Circle No. 147. 


Pegboard Payroll Systems 


C. E. Sheppard Co., 44-03 21st St., Long 
Island City 1, N. Y. offers their Multi- 
Rite catalog for “write once” pegboard 
accounting systems. A virtual handbook on 
pegboard accounting systems, the 44-page 
catalog describes and illustrates various 
one-writing systems for payrolls, accounts 
payable and receivable and many new and 
special applications. It also contains a sec- 
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easy to operate—easier to sell... 
the new ALL- ELECTRIC 


| ADDING MACHINE 


Fingertips literally float over the moulded keys ... everyone who tries 

this sturdy and dependable REGNA becomes a “high speed” operator . . . 
everyone who sees it admires the streamlined styling, the legible 

keys and listing, the clear curved window for maximum visibility. REGNA’s 
rugged Universal Electrolux Motor does all the work—chases a 
increases daily employee productivity! 


Swedish steel, Swiss precision counters; 
different capacities from 6 total 7 up; 
fully automatic safety keyboard; rear 
rubber rollers for portability; in 

light grey and ivory. 

Also—low-priced hand 

operated models. 


Gentlemen: 

Please send more information on the new Electric Regna 
Adding Machine and outline advantages of becoming a Regna 
Dealer 


Name 


Address 
IN CANADA: Regna Cash Registers of Canada Ltd.. 704 Notre Dame St. W., 
Montreal, Que., and Business Equipment Machines, 489-R King St. W., Toronto, Ont P 
OUTSIDE CONTINENTAL U. S.: Jorgen S. Lien, Box 507, Bergen, Norway City -- ———— = ae 


For More Information Circle No. 228 


Tue Orrice—September, 1957 











SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 











a 4 
IM / 


21 WEST STREET, NEW YORK 6, N. Y. 




















TELEPHONE HANOVER 2-5425 





For More Information Circle No. 227 
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tion on Cesco strip accounting, showing 
typical applications and available forms. 
For a free copy of the new Multi-Rite 
catalog, Circle No. 173. 


Visible Files 

Diebold, Inc., 910 Mulberry Road SE, 
Canton 2, Ohio, offers a 16-page brochure 
describing advantages of their Tra-Dex 
Vertical Visible Record Systems. The 
brochure presents a step-by-step analysis 
of the use of visible margins for maintain- 
ing better controls and reducing record 
keeping costs. Illustrations show: how 
changing information (the key factor for 
controlling all activities involving money, 


tra-Dex 


things and people) is automatically ex- 
posed on the vertical margin of Tra-Dex | 
records as a by-product of each posting. | 
In addition, Tra-Dex offers two additional 
visible margins (horizontal and diagonal) 
for separate findings and signaling fac- | 


tors. Because records ride on rails and 
never touch bottom of tray, the feed-edge 
is always kept in perfect order for proper 
alignment in posting machines. For a copy 
of this brochure, Circle No. 177. 


Office Machines 


R. C. Allen Business Machines, Inc., 
668 Front Ave., Grand Rapids 4, Mich., 
offers office machine dealers a new cata- 
log of color sheets illustrating and fully 
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3 PHON 


investigate 
the Neu DRESSER 


Lapetile SYSTEM 
of punched tape accessories 


MODEL #5057 

A new high speed 
manual winder for 
coded tapes. Tape 
may be wound di- 
rectly on a spindle 
without a core — or 
on a 6” removable 
face reel. The coiled 
tape, when removed, 
has a standord core 
diameter. $18.00 
each — reels $9.50. 


MODEL #1157 

A hand operated 
folder, rapidly folds 
short tapes up to 
100 ft. into filing 
sizes. Folding arm 
properly arced, tape 
folds safely and is 
easily removed. 


$18.00. 


WRITE FOR NEW FREE CATALOG 
Contains eight pages of advanced equip- 
ment that can be profitably adapted to 
your concern’s data processing. You may 
order Dresser equipment direct or write 
for a distributor’s name in your orea. 


1058 BROAD STREET 
PROVIDENCE 5, RHODE ISLAND 


For More Information Circle No. 371 


PROBLEMS 


SOLVED —— 
1, Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison fee. 


Room 71 
New York 16 











For More Information Circle No. 372 
241 





that’s eliminated with 


HYGIENIC 


Foot Conger 
MATS and RUNNERS 


The quality floor mats that 
reduce fatigue and increase 
efficiency for all who must 
work standing. 


8 Marbleized Colors 





A 
e Secret ‘Qooring 


Here’s ubber aed robber 


Were's I ru 
bender ov ides proper 


bony without bene 


—_—— 
——— 


See your OFFICE SUPPLY DEALER or write 
Flooring Div. Dept. E for details 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 10, OHIO, U.S.A. 


For More Information Circle No. 373 


| describing some 30 machines such as type- 
| writers, adding machines, cash registers 


and bookkeeping machines. To obtain a 
copy, dealers should Circle No. 179. 


Reproduction Equipment 
Haloid Co., 57-99X Haloid St., Ro- 


| chester, 3, N.Y., offers a 4-page brochure 
| describing how the U.S. Army Signal 
| Corps saves $500,000 a year on dupli- 
| cating. The Signal Corps uses XeroX Mo- 


del 1218 copying equipment and offset 
duplicators to speed necessary drawings 
and specifications to potential suppliers 
whenever the Corps sends out invitations 
for bids. For a copy, Circle No. 186. 


Bank Embezzlement 


Cummins-Chicago Corp., 4740 N. Ra- 
venswood Ave., Chicago 40, IIl., offers a 
booklet, “4 Ways To Be Sure It Can't 
Happen Here,” which analyzes a Federal 
Deposit Insurance Corp. report of 671 
irregularities covering all insured banks 
in 1951. The most frequently used 
methods of manipulation are outlined and 
preventive measures are described. There 
are four vulnerable areas. Three of these 
—withdrawal slips, signature cards and 
ledger sheets of inactive accounts—involve 
deposit accounts, where 70 cents of every 
embezzled dollar comes from. An addi- 
tional 19% of embezzlement loss comes 
from the fourth area, fictitious loans. Sev- 
eral of the recommended remedial meas- 
ures involve perforation of records, the 
method which ended re-use of checks as 
the commonest internal bank fraud in the 
°20s and before. The procedures recom- 
mended in this booklet would apply in 
well over 75% of the embezzlements 
analyzed. For a copy, Circle No. 134, 


Multiple Wiring Systems 


A. H. Massey, Inc., 111 3rd St., Derby, 
Conn., offers a new complete illustrated 
catalog to familiarize users with the ad- 
vantages of Pierceway Multiple Outlet 
Wiring Systems. Composed of durable 
| plastic ducts, carrying two or three wires 
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STOP Spilling Solutions! 


Save Time and Money with New 


Tippa CAN 


EASY-POUR CAN HOLDER 


TRY 
~» 10 DAYS 


FREE! 


No Lifting! 
No Straining! 
New Fast 
One-Hand 
Pouring! 


& 
i 


Holder 
Only 


NOW pour all solutions and liquids quickly, easily, 
accurately from any standard 5-gallon drum with 
one hand only with the all-steel Trppa-Cawn Holder! 
Counterbalanced tilting-cradle action. Easy to reg- 
ulate flow precisely, ends over-filling, splashing, 
waste, pays for itself! Only $11.95; postpaid if 
check accompanies order. 10-day money-back guar- 
antee. Folder on request. Dealer inquiries invited! 


LITHO RESEARCH, INC. 
2417 Second Ave. Dept.OM Seattle 1, Wash. 


For More Information Circle No. 408 
: ‘ 


of A” 


“Time! 


The small invest- 
ment ina PIONEER 
PAPER DRILL is 
soon repaid and 
then goes on mak- 
ing money for you 
j instead of someone 
else. Eliminates costly time-consuming ‘''farm- 
ing-out,"' 
You pay for a PIONEER whether you buy one 
or not. 
Anyone can operate. A production machine with 
such quick set-up that short runs are a special 
delight. Accessories for cornering, slotting and 
slitting, 


Send for Literature Now. 


PIONEER 


1130 NEBRASKA e TOLEDO 7, OHIO 


For More Information Circle No. 409 
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Records to the 
minute when_ it 
arrived . . . how 
long it took... 


when it left. 


See us at 
NSOEA 
Convention 
Booth 205 


4-jewel movement — Not expensive. Un- 
conditional full year guarantee. Space for 
company, dept., etc. name on rubber die. 


DORSON corp. 


| 605 W. Washington — Chicago 6, Ill. 


For More Information Circle No. 410 
THE MOST COMPLETE 


LINE OF TOFMS - 
i Fe 
For All Departments 


Receiving 
Disbursement 
Production 
Collection 


Ordering 
Purchasing 
Shipping 
Billing 


THE H{CIU- AMERICAN * 
~__ REGISTER 


2 to 7 
copies 
without 
adjustment. 
New modern design 
—greater flexibility. 
For use wherever security is wanted. Numbered 
control copy is automatically refolded into 
locked compartment. New longwear carbon as- 


sures perfect copy. 
co. 


AMERICAN REGISTER 
pept.ot FIRST at K Sts., Boston 27, Mass. 


For More Information Circle No. 411 
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ROTARY 
a1 53) 


Over 
Hons 150 models available 


2 fecord size 


THE WORLD'S td 12x14) 
LARGEST SELECTION — | 200.000 “Cars”, ,5°900 to 
OF MOTORIZED &  seates 
MANUAL FILING 
EQUIPMENT. panies 

Olds several 


Gifferent re 
FERRIS BUSINESS EQUIPMENT Cord sizes 


45 Seymour St., Stratford, Conn 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular | 


SECURITY BRAND ( 


and Prices 


& CAN-PROZ,.. 


32 6 McWHLLIAMS ST 
FOND OV LAC. wis. 





For More Information Circle No. 375 





HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 


“Programming for Business Computers” is now 
available to teach inexperienced people to develop 
and program electronic systems for business prob- 
lems. it is based on a similar course members 
of the firm developed and are teaching at a large 
University. 

Free Brochures describing the Course are available 
upon request from BUSINESS ELECTRONICS 
INC., Computer Department, 420 Market Street, 
San Francisco 11, California. 











___For More Information Circle No. 376 _ 
CARBON INTERLEAVED 


BUSINESS FORMS 


SOLD THROUGH OEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 
fo -V tem led. lice. 4, | 


For More Information Circle No. 377 





| per section, with outlet connections for con- 


ventional, polarized, twist-lock or NEMA 
receptables, Pierceway multiplies the num- 


| ber of machines that may be serviced sim- 


ultaneously without affecting voltage de- 
livery. There are 68 different types of feed 
units, outlet sections and special fixtures 
that make the Pierceway system adaptable 
to any layout, running along baseboards, 
floors, ceilings, benches, table tops or re- 
cessed in walls. Installation can be made 
quickly and easily with a screwdriver, 
changes or additions are no problem, all 
parts are 100% salvageable, and parts do 
not deteriorate under age or exposure. For 
the catalog, Circle No. 152. 


Loose Leaf Materials 


Elbe File & Binder Co., Box 951, Fall 
River, Mass., offers a 116-page illustrated 
catalog of loose leaf and sales presenta- 
tion materials. It lists over 2500 stock 
items and has special price schedules for 
hundreds of made-to-order binders. The 








| new catalog includes an exclusive 12-page 


loose leaf planning section; helpful idea 
sections for increasing office efficiency and 
sales effectiveness; sections on sales tools, 
custom made products, advertising spe- 
cialties, business gifts, visual aids, etc. 
Many new stock lines are shown. For a 
copy of this catalog, Circle No. 149. 
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FOR ALL PHOTOCOPY PAPERS ANo 








DEALERS WANTED * PHOTOCOPYING 


MACHINES 
Ampto,inc., manufacturers 
of the most comprehensive line © TRANSFER PAPERS 
of photocopying machines, sup- AND FILMS 
plies and accessories, seeks 
dealers experienced in photo- * PROCESSING 
copy and business equipment SUPPLIES 


fields. Limited number of terri- © PHOTOCOPY DESKS 


tories open. RACKS AND OTHER 
ACCESSORIES 


Best and Most Economical . . in the Office . . The Engineering Department 


Photocopying — Records, letters, blueprints, drawings, maps, specifications, 
technical articles, templates, etc. 

Plate-Making Transparencies — For offset printing and art departments, Diazo 
black and white and color, silk screen positives, and for preparation of visual 
projection screen material. 





SJIDNIAYVdSNVAUL 


Newton 


ampto Incorporated | New Jersey 


For More Information Circle No. 320 














CALCULATING MACHINES 





DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4911 


For More Information Circle No. 321 
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Wide Interest in SPAA Meeting 


Interest in the 1957 International Sys- 
tems Meeting, at the Statler Hotel, Los 
Angeles, Oct. 7-9, indicates one of the 
largest attendances in a decade, Leslie H. 
Matthies, general chairman declared. “In 
late July,” Mr. Matthies reported, “more 
than 5500 program and reservation kits 
were mailed to systems men and women 
all over the world who had expressed in- 
terest in attending the meeting.” The meet- 
ing is sponsored each year by Systems & 
Procedures Assn. of America. This is the 
first time it has been presented in the west. 


Punched Card Seminar 

Executives interested in learning or re- 
viewing the “Essentials of Punched Card 
Accounting” may do so at a seminar on 
the evenings of Oct. 8, 9, 10, and 15 from 
6:45 to 8:45 p.m. in the Music Salon of 
Hotel Barbizon Plaza, New York. Michael 
A. C. Hume, management consultant, will 
conduct the seminar designed to provide, 
via a condensed time-saving format, a 
basic understanding of the principles and 
techniques used to plan, install, supervise, 
and control machine accounting installa- 
tions. Fee is $50. Mr. Hume presented this 
seminar in June and it is being repeated in 
response to many requests. Complete in- 
formation will be sent upon request to 
Dept. O, Institute for Management Prog- 
ress, Inc., 475 Fifth Ave., New York 17, 
or Circle No. 183. 


Forms Design Course 

Wesley S. Cadmus will present his 
eighth annual course in forms standardiza- 
tion and design at the Statler Hotel, Hart- 
ford, Conn., Oct. 2-4. For details, Mr. 
Cadmus’ address is 77A State St., Nethers- 
field, Conn. 
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NSA Elects Clare Jennings 

Clare Jennings, 
CPS, of Chicago, 
was elected presi- 
dent of the Nation- 
al secretaries Assn. 
at their annual con- 
vention in St Louis, 
Missouri. Miss Jen- 
nings is secretary to 
Charles Bayard 
Hankel Jr., attorney- 
at-law. 


NABAC’s Annual Convention 

The 33rd Annual Convention of the 
National Assn. of Bank Auditors & Con- 
trollers at the Biltmore Hotel, Atlanta, 
Oct. 6-10, will include visits to Atlanta 
banks where specific clerical operations 
will be demonstrated. Registrants may 
choose any three operations from a list 
of 16. 


Clare Jennings 


Contest for Secretaries 

Only secretaries can compete in a con- 
test sponsored by Eastman Kodak Co. and 
opening Oct. 1. Best 20-word answers to 
the question, “Just how could a Kodak 
Verifax Copier help us, Miss Jones?” can 
win 101 prizes including a two-week all- 
expense trip for two to Hollywood, Miarni 
or New York. Deadline for entries is 
Dec. 1. Bosses of the prize winners will 
receive camera prizes. 


Electronics in Management 


The 4th Institute of Electronics in Man- 
agement will be held at American Uni- 
versity’s School of Government & Public 
Administration, Washington, D. C., Nov. 


4-8. Program is available from Prof. 
Lowell H. Hattery at above address. 
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more speed! 





more ease! 








more value! 











WITH THE NEW MULTIPLYING 


OoOmMptometer 


COMPTOGRAPH ‘220 M’ 


Yes, the wonderful new Comptograph “220 M” has 
vew features to make figuring easier 

NEW Multiplication Key —electric short cut multiplication 
fully flexible even prints both factors and the right answer 
on two easy-to-read lines! ee 





2 
NEW Dual-Purpose Lever—converts from multiplying to straight xX 
1l-digit listing —13 totaling capacity SAS 


s 
s 


adding 


NEW Color—smart “Autumn Tan,” scientifically selected for 
eye-ease and ready blending with modern office decor \ 
NEW Variable Space Control—adjusts for single or double spac 
Spaces the way you want them when you need them 
NEW High Speed —super fast operates at startling speed 
f 220 cycles per minute over 30 faster than most other 
10-key adding machines 
NEW More Flexible Keyboard —accepts new figures faster @y 


New Comptograph “220 M" combines more fine features 


than any other 10-key listing machine. Here are just a 
few of ther 

Exclusive Automatic Visi-Balance Window — always 

a glance the running debit or credit balance 

Interiocking Keyboard — won 

a time insure accurate er 

Adjustable Keyboard Angie —Lightweight Portability —-Two-Cc 
Printing —Quiet Rotary Action—Streamiined Styling —- Concealed 
Paper Re Detachable Cord 


COMPTOGRAPH "220 M”" Figures Faster Than You Think 


Comptograph’s scientifically designed keyboard elim why there's greater speed and 
nates “lost motion” of hand and arm. Single-cycle keys eration—with C : 
are engineered to perform just one function, increasing finest all-electric 
speed and efficiency. Add up the features: You'll know Prove Comptog 


‘ =) ae eo ee) fe) oe | aoe 
oOmptometer Oorporation 


,o ee — 1 oe 2 ee — 1 2 eo) 


Comptometer Corporation 
1724 No. Paulina St., Chicago 22, Il. 
in Canada: Canad ptometer. Ltd 
501 Yonge St 
Arrange FREE office 
Send me literature on 
Somptometer Comptograph 
Comptometer Add 


mptometer Con 
p € 


Name 


NEW Customatic COMPTOMETER Comptometer COMMANDER-~Insures ac Firm 
World's fastest way to figure now curacy in dictation. Life-time recording 
faster than ever. Try it FREE on your own belt saves far more than machine costs 
work. Mail coupon. . See for yourself. Maii coupon. City 


Address 








For More Information Circle No. 254 
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including... 


> =6AUTOMATIC 
2” CONVEYOR-STACKER 


’ . 
Large insurance firm soy 


+ Autofo 


; riment SUP” 4 : 
Service dep? "Cyts ovr 
* ay, a“ 
errs £2 hal #14995 


mailin 
plus F.E.T. 


‘ 


get the Auto rouperC now! | MODEL 
FM 


Get Your Mail Out On Time and At Less Cost Than Ever Before Auto Folder 
Anyone Can Operate It 
And here are the features that make the difference: $1 29.95 














Automatic feed: allows machine to be loaded while running. 
Paper size: 9,” x 15%” to 24%” x 4”. 
All-electric: quiet operating AC motor—belt driven, no gears to wear out. 


Fully guaranteed: designed and built by the makers of the sensational Auto-folder 
that revolutionized office folding. 


Beautifully finished: gray hammerloid, set off by glistening chrome. 


Be sure to see our new, different 
office machine at our exh!bit in 


at your dealer or write to: 


MARTIN YALE, INC. Room 647, N.S.O.E.A. Show. 
‘ 2100 W. Fulton St., Chicago 12, Illinois 


For More Information Circle No. 329 


THE Orrice—September, 1957 





Controllership Foundation Elects 

Harold A. Ketchum, financial vice presi- 
dent, Federal Pacific Electric Co. Newark, 
N. J., was reelected president of Control- 
lership Foundation, Inc., research arm of 
Controllers Institute of America. Ronello 
B. Lewis, partner in E. F. Hutton & 
Co., New York, was chosen a vice presi- 
dent. Two other vice presidents renamed 
were Arthur L. Boschen, vice president 
and controller, Vick Chemical Co. New 
York, and Robert L. Dickson, vice presi- 
dent-controller, Walter Kidde & Co., 
Belleville, N. J. The foundation’s treas- 
urer, Stuart W. McLaughlin, was _ re- 
elected. He is controller, West Virginia 
Pulp & Paper Co., New York. Paul Haase, 
managing director of the institute, was 
renamed secretary and administrative di- 
rector. 


NAA Conferences 
Five regional conferences, an annual 
conference and a special seminar confer- 


ence have been scheduled by the National: 


Assn. of Accountants (formerly NACA). 
Announcement of the programs was made 
by Harold W. Scott of Haskins & Sells, 
Detroit, and president of NAA. The first 
seminar conference will be held Nov. 
14-15 at the Penn-Sheraton Hotel, Pitts- 
burgh, on “Internal Profit Measurement 
and Appraisal.” The association’s 39th an- 
nual international conference is planned 
for June 22-28, 1958, at the Conrad Hilton 
Hotel, Chicago. 


Office Management Conferences 


The 9th Annual Office Management 
Conference sponsored by Area III of Na- 
tional Office Management Assn. and the 
University of Maryland will be held Oct. 
24-26. The theme is “Swat Cost.” Chair- 
man is Arthur S. Patrick, College of Busi- 
ness Administration, University of Mary- 
land, College Park, Md. 

The Minneapolis-St. Paul NOMA Chap- 
ter will hold its Seminar and Office 
Equipment Show at the Leamington Hotel, 
Minneapolis, Oct. 28-30. This event is 
held every two years and attended by over 
4000 American and Canadian executives. 
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Sheila A. Ward, secretary to Robert A. 
Neale, Canadair Ltd., Montreal, won Ex- 
ecutive Furniture Guild’s contest for secre- 
taries. Stuart J. Koch (right), president, and 
George W. Reinoehl, executive vice presi- 
dent of the guild, made the award. 


AMA Fall Office Program 

American Management Assn. has pub- 
lished the Fall Seminar program of its 
Office Management Div. which lists meet- 
ings in New York and Cleveland between 
Sept. 26 and Jan. 24, 1958. For a copy, 
write AMA at 1515 Broadway, New 
York 36. 


Extend Computer Conference 

The wealth of fresh technical material 
to be presented has resulted in a decision 
to extend the 1957 Eastern Joint Com- 
puter Conference by an extra half-day, 
according to Dr. S. N. Alexander, chair- 
man of the conference scheduled for the 
44-day period, Dec. 9-13 at the Sheraton 
Park Hotel, Washington, D. C. For a 
copy of the program, write Richard T. 
Burroughs, IBM Corp., 1220 19th St., 
NW, Washington 6, D. C. 


For Executive Engineers 

A special conference, “Executive Tech- 
niques for Industrial Engineering,” will be 
featured at the 21st Annual Time and Mo- 
tion Study & Management Clinic of the 
Industrial Management Society, Oct. 30- 
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| Nov. 1, at the Hotel Sherman, Chicago. 
| This one-day workshop is open exclusively 


ARERR CIO RTER A OS TRANS: ARNIS. NO NES. | to top echelon industrial engineers with 


KEEP FACTS AT executive responsibilities. 

Milwaukee Records Offi 
YOUR FINGERTIPS Catherine Halladay, sani gs 
with Graffeo SIGNALS... ©. eo 


4 ’ Management Assn. Mary Tesovnik Mil- 
theres Q Style designed waukee Public Library, is vice president; 
for every record system... Gertrude Miko, Inland Steel Products 

Co., recording secretary; Mildred Balko, 
Ladish Co., corresponding _ secretary; 


New GRAF- LOK ye Hubert Wieben, American Appraisal Co., 
that locks on treasurer. 
slotted cards for vertical | Deskless Offices? 


The fad of moving the desk out of ex- 


records in constant uS@... | ecutive offices is “spawned in the feverish 
| minds of admen and public relations ex- 
perts along Madison Avenue,” according 


projecting L NU-VISE to Guy Wiggins, a State Department diplo- 
for all other (ey vertical mat. “It’s now infecting the business 
Sa) 


community in general as far west as Fifth 
systems... “~e Avenue. Desklessness,” he points out in 
| an article in the “Foreign Service Jour- 


metal NU-VIZ a and nal,” is “alleged to promote efficiency, 


friendlier relations and even clearer think- 


trang; arent CELLUGRAF | ing. Nonsense!” says Wiggins. “The imag- 


for all visible systems... 


and CRIMPGRAF ;¥ 
for protected ‘Ff 


visible cards... 


all Graffco Signals supplied in 
full variety of colors and sizes 


Also Graffco MAPTACKS |. 
d MAP FLAGS f : 
si Sf> June R. Rogers (center) of SoundScriber 


GEORGE B. GRAFF’ COMPANY Corp., who was named Miss Letterex of 
54 Washburn Ave., Cambridge 40, Mass. the Nation’s Capital, boards plane for 
vacation in Havana. William Bradford, 

For More Information Circle No. 412 | president of Letterex Corp., is at left. 


| 
| 
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automatic, continuous, operating data can 
be the difference between Profit and Loss! 





Modern pt operation demands the most efficient and accurate 
means of evaluating both machine and man-power production .. . 
that's why leading companies everywhere are equipping their pro- 
duction lines, processes, systems and office machines with Time-Re- 
corder-Totalizers. 

The Time Recorder-Totalizer monitors the operation of any ma- 
chine, process. or system by chronologically recording the time and 
duration of every ‘‘on'' and ‘'off"' period during each day. 

The Time Recorder-Totalizer makes it possible to analyze the 
efficiency and performance of any type of equipment plus simplify- 
ing cost accounting. 


The TIME RECORDER-TOTALIZER incorporates the following features: 


SPROCKET DRIVEN CHART... ELAPSED TIME METER... (Time any period throughout the entire 


accurately timed . . . chronologi- 
cally printed... available in 


Totalizer) registers accumulated . 


“on” or production time. 


AUTOMATIC REWIND ATTACH- 


roll. (available for all models... 
$7.50 extra) 


speeds from one inch per hour . 


ten inches per minute . . 
linear feet per roll. . . each 


For complete information write fo: 


INST 


standard 


omsson of HEAT-TIMER CORPORATION 


RUGGED CONSTRUCTION as- 


sures long carefree operation. 


Mfrs. of: Heat-Timer Electronic 
Controls, Heat Recorder-Total- 
izer, Varivalve, Thermovalve, 
Main Line Quick-Vent Valve, 
Motorized Valves, Smoke-Eye 


MENT with housing... facilitates 
$1.25. inspection of strip chart during 


» 


RUMENT CORPORATION 





Dept. 0-R3-9 657 BROADWAY, NEW YORK 12, N. Y. 











CHESHIRE 


LABELING EQUIPMENT 


, 


It’s ‘‘on the way’ 


Smoke Alarm, Fire-Chief Fire 
Alarm, H-T Burner Alarm. 


For More Information Circle No. 279 
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sooner with CHESHIRE equipment— 


and at less expense. High speed automatic attachment 


of pre-addressed labels 


synchronizes printing presses and 


transportation. Accurate placement without misses on 
envelopes, postcards and light weight printed pieces up to 
11” x 14%" assures efficient handling and neater 
appearance. Cheshire labeling machines are 

available in models starting 

at $3,000 and can now be 

supplied with an automatic 


town separator device. 
Labeling machines also 


able for magazines, heavy pub- 
lications and newspapers. In- 


avail- 


MODEL E 
FULLY AUTOMATIC 


vestigate without obligation. 


CHESHIRE INCORPORATED 1644 worth wonore street, cHicaco 22, ILLINOIS 
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POSTO- E 


—— 


—spe a up 











mail reurne in 1 the office 


PRICED WITHIN REACH 
OF EVEN SMALL OFFICES 


A proven tested... 
ELECTRIC LETTER OPENER 


$99.50* 
Plus Fed. Excise Tax 
Saves Time e Saves Money e Eliminates Strain 
COMPACT—Occupies only 6" x 8" 
of desk top space. 
PAYS FOR ITSELF — Even in small 
offices by saving letter opening time 
and speeding your mail distribution. 
NO SORTING—opens any size or 
thickness of envelope without sorting 
or adjusting. 
SIMPLE TO OPERATE — anyone can 
use it with little or no instruction. 
NO WASTE STRIPS — opens envel- 
opes without cutting off waste strip. 
GUARANTEED FOR ONE YEAR—Pre- 
cision built for years of heavy duty, 
trouble free service: 


DEALERSHIPS AVAILABLE — Full dealer dis- 
count for big profit sales. Write for literature 
and dealer prices. 

See it at the N.S.0.E.A. Convention—Booths 369-370 


GENERAL STATIONERS SUPPLY CO, 


1020 S. WABASH AVE., CHICAGO 5, ILL. 


| Hotel, 
| nual 


| Controls, 
| cago 4. 











For More Information Circle No. 188 


ination reels at the thought of what offices 


| without desks will do to the system of gov- 
| ernment we all know and love.” 


| Records Management Meetings 


The 26th Annual Records Management 


| Conference will be conducted by Record 


Controls, Inc., at the Edgewater Beach 
Chicago, Oct. 11. Their 9th An- 
Records Administration Seminar 
held Nov. 18-22: at Chicago’s 
House. Details from Record 
Inc., 209 S. LaSalle St., Chi- 


will be 
Palmer 


| Good Public Relations Pays 


Walter T. Anderson, 59-year-old retired 
clerk of Brockton, Mass., changed his will 
and named as beneficiary the employees 
of Mutual Life Insurance Co. of New 


| York because he was so pleased with the 


services and personal attention rendered 
to him in the 35 years he owned insurance 
with the company. 


Customer Follow-Up File 
EMINDERS mailed regularly to 


customers, whenever their cars are 
due for periodic servicing, are bringing 
added business to Almon Conover, 
operator of a Texaco service station in 
Lincoln, Neb. Here’s how the system 
works, using a set of Smith Projecting 
Signals imprinted for each month of 
the year, in a different color for each 
month. 

At the front of the file is a master 
date card, numbered at the top from 
left to right with the dates of the month. 
(Each customer is given a card, also 
numbered at the top.) Cards are filed in 
alphabetical order. 

Suppose Mr. Customer brings his 
car in for service on July 10. When the 
job is completed, Mr. Conover or one 
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Finger 
Tip 
Control 


Model 43 


Wheels engrav- 
ed with figures, 
letters, frac- 
tions, ete. 


Any Number 
Quickly 
Brought Into 
Printing 





Position 


WRITE FOR 
SPECIAL 
FOLDER 


AMERICAN NUMBERING MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch. -105 W. Madison St., Chicago 2, Ill 


For More Information Circle No. 312 


STOP 


THE 
COFFIELD 
te nance 
Interchangeable 

ORGANIZATION [Ue oototes's same 
CHART : 
A typist, a typewriter and typing paper 
are all you need to keep your chart up 
late. It’s that simple 





COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


i rt 
a BE: 
i | 


imait iemer eo: 


+ All Parts Are Movable and Re-usable 
« Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-9 


MANAGEMENT CONTROL CHARTS CO. 
1713 N. WELLS ST. 
For More Information Circle No. 313 
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CHICAGO 14, ILL. 


| WITH GOOD SECRETARIES SO HARD TO 


GET AND HOLD YOU CAN NOW 


Train Your Staff to 
Take Shorthand Faster 
and More Accurately 
with the DICTATION DISC 
speed training system. 


Loads of specially selected shorthand dictation 
on phonograph records, enables your stenogra- 
phers and secretaries to prac- 
tice at home or at the office 
or in group study sessions after 
office hours, to suit their own 
time and conven- 
ience. 


Proven a most 
popular and suc- 
cessful 
building method 
among thousands 
of secretaries. 


spee d 


ne 
For free descriptive literature, write to: 


DICTATION DISC CO. 


Dept. 0-10, 170 Broadway 
New York 38, N. Y. 
For More Information Circle No. 314 


inest 
wood office furniture 
by WORDEN of HOLLAND 


260 OH Desk 
66" x 42" 


A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


the 


HOLLAND 


MICHIGAN 


For More Information Circle No. 315 





of his employees makes a note on the 
card of the work that has been done, 
clips an August signal over the 10 on 
the card, and drops it back in the file 
in its alphabetical position. A glance 
at the file in August will reveal whether 
or not Mr. Customer has brought his 
car back again on schedule. Mr. Con- 
over pulls all the overdue cards once a 
week and gets out his reminder mailing. 
(The time lapse allowed is not neces- 
sarily a month. It may be greater or 
less, depending upon what Mr. Conover 
knows about the customer’s driving 
habits. ) 

Use of this system with Smith Signals, 
says Mr. Conover, “saves 90% of the 
time normally involved in getting out 
these mailings; and the system is al- 
most perfect for accuracy.” It eliminates 


handling all the cards to see which cus- 


All employees understand how to use the 
customer follow-up file at the Conover 
Service Station, Lincoln, Neb. 


tomers are overdue; and is simple 
enough for new men to handle it. It 
provides a complete history of the 
servicing of each customer’s car and 
reveals customers who have taken their 
business elsewhere. 


DEALERS: Liberal Discounts — nell you can aed 
on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 
Dealer, Dept. 1, 1600 E. 26th St., Little Rock, Arkansas 


=ONE-TIME Carbon Forms: 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only... 





1600 E 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


= ——S- for 
AS, Ti i 
Sak Fiifen Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 





— BUSINESS FORMS leeey 
=a wn eS aa Ty € 2 





26TH STREET e 








For More Information Circle No. 310 


LITTLE ROCK, ARKANSAS 


TYPEX 


No liquids, no gum to “‘re-knead.” 


The iteesto 
type-cleaner 


| interchangeable wheel filled with = 


adhesive substance lifts the dirt from 


| the typewriter’s type. Just rolled over 
| the type-faces, works fast, keeps type 
| sparkling clean, leaves typist’s hands 
| immaculate. 
| onee, 


| MICHAEL FRUMKIN 


Write for free folder at 


Jackson Heights, 


a | \\\\ 2 
re CHB SRRRRG i 
bee 


For More Information Circle No. 311 


87-11 35 Ave. 
N.Y. 
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KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 


Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 
more designers of leading business machines are turning 
to Lamb Electric Motors, which are all specially engineered. 


The Lamb Electric Company, Kent, Ohio 
A Division of American Machine and Metals, Inc. 
In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


macrounvosoown MOTORS 


For More Information Circle No. 416 








it is your guarantee 


and service... 


ask your dealer for Apsco... America's Choice! 


For More Information Circle No. 417 
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Mergenthaler Appoints Tabat 


E. L. Tabat, form- 

executive vice 

president and a di- 

rector of Old Town 

Corp., has been ap- 

pointed general sales 

manager of Mergen- 

thaler Linotype Co., 

Brooklyn, N. Y., it 

was announced by J. 

? W. Reid, vice presi- 

E. L. Tabat dent in charge of 

sales. Mr. Tabat, prior to his Old Town 

position, was general manager of 
A. B. Dick Co. 


erly 


sales 


Graphic Systems Group 


Formation of a 
new graphic systems 
group within Bur- 
roughs Corp. com- 
prised of three of 
the firm’s subsidiar- 
ies and the appoint- 
ment of George L. 
Todd, vice  presi- 
dent and director of 
the corporation, as a 
vice president and zeorge L. Todd 
group executive, was announced by Ray 
R. Eppert, executive vice president. The 
new group is made up of Todd Co., Mit- 
tag & Volger, Inc., and Acme Carbon & 
Ribbon Co., Ltd. All are divisions of the 
group. In addition to becoming group 
head, Mr. Todd continues general manager 
of the Todd Co. Division, Mr. Eppert said. 
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Sales Manager for Cramer 


R. A. Cramer, 
president, Cramer 
Posture Chair Co., 
Kansas City, an- 
nounced the appoint- 
ment of George M. 
Colton as sales man- 
ager. Mr. Colton has 
served in various 
engineering and pur- 
chasing capacities 
for the company, in- 


Duke Gerkovich Cecil E. Oesch 


cluding purchasing agent, since joining 
Cramer in 1943. Two other members of 
the Cramer executive staff have been ad- 
vanced: Duke Gerkovich, in the engineer- 
ing department since 1945, is now pur- 
chasing agent; and Cecil E. Oesch, who 
came to Cramer a year ago after many 
years in the sales and advertising field 
was named advertising and sales promo- 
tion manager. 


Nekoosa Buys Racquette River 
Purchase of Racquette River Paper 


Corporation’s pulp and papermaking fa- 
cilities in Potsdam, N. Y., by Nekoosa- 
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Only Office Valet Units provide an efficient, com- 
pletely flexible space-saving and sanitary system 
of storing employee “wraps.” They will double 
lockerroom capacity, and can be fitted into any 
available space near point of work. They keep 
wraps out in the open, spaced apart, aired, dry 
and “in press.” 

Office Valets accommodate 3 persons per sq. ft. 
of floor space. They are functional and modern 
in design, are beautiful in new baked enamel fin- 
ishes and are built for lifetime service of strongly 
— and reinforced heavy gauge furniture 
steel. 





3U-4 Office Valet Rack. 4'3"’ 
long — capacity twelve coats 
and hats, overshoes and um- 
brellas. 3U Valets available 
in any length 3‘3‘‘ and longer 
by the foot: 


$-6 Office Valet Costumer. Six 
spaced hangers —six individ- 
val hat spaces—and umbrella 
rack. Ideal for private offices 
and reception rooms. 


No. 342 Valet Wall 

Rack mounts directly on any 
available wall space. 3, 4, and 
5 ft. units interlock to make con- 
tinuous racks of any length. 


2U-4. This attractive 4-ft. 
double-faced unit 
accommodates 24 people. 


Exclusive Office Valet Design Features 














, 


Shelf bracket has 





Hats rest on high The forward edges | Add-on feature as- 


embossed ribs in 
spaces individual- 
ized by even higher 
cross ribs. Shelves 
slotted to permit 
drying and prevent 
dust accumulation. 


new wide box de- 
sign and receives 
shelves from either 
right or left sides. 
Shelves snap-lock 
rigidly into posi- 
tion to make racks 
of any length. 


Manufactured only by 


of shelves are 
smooth wide 
closed face chan- 
nels. Forward ends 
of bracket arms 
provide slightly 
over-lapping ra- 
dius facing. Valet 
equipment always 
has a custom made 
appearance. 





sures not only 
maximum effi- 
ciency today but 
for future expan- 
sion or alteration 
as well. Exactly 
matching 3’, 4’ and 
5’ sections assure 
perfect fit in all 
Situations. 


Write tor 
Bulletin OV-10 


Sold aa office equipment 
e 


VOGEL-PETERSON CO. 1121 woss s71h street » chicage 9, Ilincis 


For More Information Circle No. 229 
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] NO LOST TIME 


- hand sharpening pencils with 
* 
va 


~ 

wt The world’s finest completely automatic electric 

pencil sharpener eliminates the 
time-consuming job of cranking outmoded 

hand-type sharpeners. Just insert any 
size wooden pencil and instantly 
the Electro-Pointer gives you 
a perfect point. 


— 


A / ry, 
| PERFECT POINT 


INSTANTLY 
EVERY TIME 


At your stationers PROVEN FOR 
or write: OVER 14 YEARS 


STILE-CRAFT MANUFACTURERS, INC. 
1825 MACKLIND S¥. £O016.10, MQ. 


For More Information Circle No. 274 
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Edwards Paper Co., Port Edwards, Wis., 
a leading producer of business papers, 
was completed last month, John E. Alex- 
ander, Nekoosa-Edwards president, an- 
neunced. Burt Kassing was named resident 
manager of the newly acquired mill. He 
had been manager of production planning 
for Nekoosa-Edwards. 


Advertising Manager 


eRe Edward F. Rijos 
was appointed adver- 
tising manager for 
Addressing Machine 
& Equipment Co 
and its wholesale af- 
filiate International 
Office Appliances, 
Inc., according to 
Joseph Rubenstein 
president. Mr. Rub- 
enstein stated: “We 
want every business enterprise to know 
that it can buy with confidence from the 
Addressing Machine & Equipment Co. one 
of the world’s largest rebuilders of office 
machines. To spread this gospel, we have 
acquired ‘the services of Mr. Rijos whose 
nine years of promotional experience with 
National Cash Register Co. and Reming- 
ton Rand are certainly to the point. Ad- 
vertising and sales promotional activities 
of all our departments—Addressographs, 
adders, calculators, accounting machines, 
offset and duplicating—will be expanded. 
Mr. Rijos’ main function will be to co- 
ordinate these activities in both domestic 
and international markets.” 


Edward F. Rijos 


National Business Show 


Over 90% of available space at the Na- 
tional Business Show has been contracted 
for, according to Rudolph Lang, managing 
director of the show which will occupy 
five acres of floorspace in New York’s 
Coliseum, Oct. 28-Nov. 1. Many exhibitors 
have increased their space this year. RCA 
will install a 21” color-TV set in the Ex- 
hibitors Club where exhibit staffs and their 
special guests can relax and get refresh- 
ment. 
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Marketing Executive 


Daniel M. O’Con- 
nor has been ap- 
pointed assistant to 
H. Carl Davis, vice 
president in charge 
of marketing, Royal 
McBee Corp. He 
will assist Mr. Da- 
vis in planning, co- 
ordinating, and con- 
trolling the activities 
of the company’s 
marketing organization. Mr. O'Connor had 
been manager of market research for 
Royal McBee. 


Daniel M. O’Connor 


Arnot-Jamestown General Manager 

Bernard C. Berney was named vice 
president of Aetna Steel Products Corp. 
and general manager of its Arnot-James- 
town Div., Charles E. Kahr, Aetna presi- 
dent, announced. Mr. Berney came to 
Aetna from Royal Metal Mfg. Co. where 
he was general sales manager. 


Forms Institute’s Fall Meeting 

The annual Fall Outing Meeting of the 
Business Forms Institute will be held, 
Sept. 16-18, at the Greenbrier, White 
Springs , W. Va., with R. S. Daugherty 
presiding as president. He is also presi- 
dent of Shelby Salesbook Co. William C. 
Lamprechter, vice president and general 
manager, Stephen Greene Co., and Joseph 
Steir, president of Alfred Allen Watts Co., 
will describe what they saw and heard at 
the Graphic 57 Exhibit in Switzerland. 


Manpower, Inc., Appointments 


John H. Frank, executive vice president, 
Manpower, Inc., announced that Robert 
Schreck, formerly assistant to James D. 
Scheinfeld, vice president in charge of sales 
at the home office, Milwaukee, has been 
transferred to the Chicago Manpower 
operation as special assistant to the chair- 
man of the board. He will co-ordinate the 
sales activities of the industrial and office 
divisions of the seven Chicago offices. 
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NO OTHER 


PAPER CUTTER 


FOR tHe OFFICE IS BUILT 
TO SELL SO LOW! 


The Michael 
Paper Cutter 
3 Sizes 
83", 14” 
and 203” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 

for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 

Order from your dealer or 


Michael Lith 


INCORPORATED 
145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


_For More Information Circle No. 182 


ia ait 





Rett? hone 
lets you use 


both hands 
when phoning 


AT LEADING STATIONERS 
or write to P. O. Box 10554, Dallas 7, Texas 


For More Information Circle No. 413 
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| Co., replaced Mr. Schreck. 


| Gray, NOFA’s executive director. 
| tors may acquire low-cost, specially built, 


| all theme of the convention. 
| aisles on the exhibit floor will be identified 


Theodore M. Wall, who previously repre- 


Equipment 
Manpower, 
Inc., supplies all forms of office and clerical 


sented American Photocopy 


| help, demonstrators, convention and sur- 


vey workers and general labor. It has 


| offices in the major communities of this 
| country and Canada; branches in England, 


France, Belgium, Cuba and South Africa. 


| NOFA Exhibit Plan 


A new central theme for exhibits has 


| been adopted by National Office Furniture 


Assn. for its 12th Annual Convention in 
Philadelphia’s Convention Hall, March 
28-31, 1958, it was announced by John R. 
Exhibi- 


portable displays integrated with the over- 
Three major 


by signs on lighted lamp-posts as part of 
the main Boulevard of Style. Aisles will 
be decorated with flowers and greens. 
Cross aisles also will be designated by 
lamp-post signs such as Modular Terrace, 
Fashion Street, Red Carpet Avenue, De- 
sign Park, etc. Wm. H. Simkins Studio, 


J.D.H. van der Toorn (center), director- 
general of the Netherlands posts, tele- 
graph and telecommunications, visits Pit- 
ney-Bowes on his way to the Universal 
Postal Union Congress in Ottawa. Frank 
J. Liberty (left), Pitney-Bowes general 
service manager, demonstrates the com- 
pany’s postal products as president Wal- 
ter H. Wheeler Jr. (right) looks on. 
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SMEAD 
FILING SUPPLIES 


for MODERN 
BUSINESS 


SMEAD TELL-I-VISION INDEX 

By using Smead's Tell-l-Vision filing system, you 
con reduce filing time. The alphabetical-color 
signal system for finding —and the numerical-color 
signal system for replacing—make filing easy, 
fast, and accurate 





See 
ee Perf 
SMEAD'S TWO-PLI-TOP FILE FOLDER 


Made doubly thick at the points of greatest wear. 
Ask for somple. 





WHETHER YOU FILE .. . Alphabetically, 
Numerically, Geographically, Chronologically, 
or by Subject Indexing, THERE IS A SMEAD 
SYSTEM ALREADY TAILORED TO FIT YOUR 
NEED. See your stationer. He will be happy 
to discuss your prob!ems with you. 





SMEAD’S 
TELL-I-VISION 


SYSTEM 


—_ 

os 
SCELLANE 

MI FOLDER 








SMEAD'S PROPOSAL 
COVERS ore furnished in 
many colors and finishes 
Also available with open 
window. 


SMEAD’S DESK 

FILE which is really 

a correspondence | 
sorter. Available in ~~ 
printed or celluloid & 
tabs 


INDIVIDUAL FILE POCKET 


Designed for bulky material. Expansion up to 3% 
inches. Ideal for important papers, contracts, etc. 


SMEAD'S 
EXPANDING 
FILES 


Made of leather- 

material— 
long wearing— 
soil resistant 
Made in many 
sizes with or with- 


out flap 


SMEAD'S 

“ON THE STREET" 
CARRYING 
CASE ® 


Perfect for carrying 
papers in all types 
of weother. Sheds 
water—glove-fitted 
whether partially or 
fully expanded 
Furnished in four 
sizes. 


Smead Manufacturing Company 
Hastings, Minnesota °® Logan, Ohio 
For More Information Circle No. 248 














vpett TP" 


+’ MARKING PEN 


only 


10 VIVID ¢ 
COLORS 


Makes identification of file 
folders, transfer files, supplies, 
equipment, storage boxes, ship- 
ments, etc., easy. Thin lines or 
thick—on wood, metal, plastic, 
polyethylene, — CHEMIRAC 
marks everything! 

Lets you COLOR-CODE for 
quicker, easier office routing, 
stockroom selection, filing and 
finding, etc. 


LEAK-PROOF * UNBREAKABLE 


Lasts for MILES of marking and then 
can be refilled with low-cost 
CHEMIRAC ink. 


Get several colors today 
ot your office supply dealer 


Fay nua Div. 


BANKERS & MERCHANTS, INC. 
. 3229 N. Sheffield Ave. * Chicago 13 


For More Information Circle No. 378 
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tion for current models. 


| about 1,000 persons. 


Philadelphia, will provide the reusable 
custom-designed displays for as low as 
$250-$280 for a 10 x 10-ft. booth. 


| Vending Machine Convention 


More than 6,000 vending operators, ma- 


| chine manufacturers, product suppliers and 
| guests are expected to attend the National 
| Automatic Merchandising Assn. Conven- 
| tion-Exhibit 
| Hall, Oct. 13-16, according to Frank Brad- 


in Philadelphia Convention 


ley, general convention chairman. For de- 


| tails, write NAMA, 7 S. Dearborn St., Chi- 
| cago 3. 


Collator Performance 


Studies conducted by Thomas Collators, 
Inc., on comparative efficiency of their 
electric powered and mechanical collators, 
against earlier models still in use, reveal 
an average 30%-35% increase in produc- 
George Oliver, 
president of Thomas, said that his com- 


| pany’s line of collators effect time savings 


of from 40% to 70% over collating by 


| hand methods, exact savings being depend- 
| ent upon the efficiency and speed of the 


operator. Detailed results of the studies 
can be had from Thomas Collators, Inc., 
Dept. B, 50 Church St., New York 7. 


New Royal Typewriter Plant 


Royal McBee Corp. will build a port- 
able typewriter factory in Springfield, Mo. 
Philip M. Zenner, president, said the new 
plant was part of a long-range program to 
implement the company’s expanding busi- 
ness and marketing plans in all product 
lines, including data processing equipment 
and electronic computers. Construction 
and preparation for production will require 
about two years and the plant will employ 
Production of Royal 
typewriters is now more than 500,000 units 
a year. 


French Office Equipment Show 


The eighth annual International Office 
Equipment Show will take place in Paris, 
Oct. 10-20. The products of eighteen 


| countries will be represented by some 300 
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#+MT4 
CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality metal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
Shipped from stock. 
Patent No. 1610368. Other Patents Pending. 
SCOTT-RICE CO., 610 S. Main, Tulsa 3, Okla 








For More Information Circle No. 318 


PROTECTORS 


For 2- and 3-Ring 
Binders 


*METAL 
EYELETS 


— an exclu- 
sive Amfile 
feature 





ey yf lon 00 company” 


Y wereve y//ne 


They glamorize 





entations, price- 





papers. 
A one - inch 
ring binder holds up to 25 protectors. Made 





of heavy gauge, non-inflammable acetate. Size | 


11 x 8!/". Packed 25 to a box. 

If your dealer doesn't have them in stock, 

send us his name and we'll see that you are 

supplied promptly. Write for circular. 
AMBERG FILE & INDEX CO. 


Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


For More Information Circle No. 317 
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BURGLARY 

AND FIRE 

RESISTIVE 
SAFE 


FOR MONEY 
AND RECORDS 


YOUR BEST PROTECTION for both money and 
records, in one combination unit. Schwab's Round 
Door Mercantile ‘'E'’ Bank "'H"' rated Burglary 
Chest shows where money is and prevents wrecking 
of the fire resistive records safe anchored below. 
Unit can be built to fit your needs. Chest has 
Underwriter's Relocking Label—saves you additional 
10% insurance premiums. Write us your particular 
requirements or ask for literature. 


SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 
For More Information Circle No. 316 





SECRETARIES ACCLAIM 
The ALL NEW 


—JPEeEDAITE 





proposals, pres-~ | 


lists, photo- | 
graphs — any | 
letter-size 





Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 


38 Mt. Hope Avenue © Rochester 20, N. Y. 











For More Information Circle No. 319 








TYPE CLEANING MADE EASIER 


with the omazing 


. 9988. ya 


ond RC Ang §=CLEANS 
st ae 
hee 7 * Typewriters 
© Billing Machines 
* Adding Machines 


Typists and business 
machine operators wont 
*Norta Plastic Type Cleaner 


It's @asy to use—no mess © Addressing Pi 
00 liquids to spill * Marking Devices, ete, 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y. 
_ For More Information Circle No. 379 _ 


BUY New Pocket 


“SIDE SADDLE 
STAPLER" for 


regular desk 
saddle stitching, splic- 
ing, tacking, long & 
hard reach jobs, also 
plier type use. 


work, 


LANSDALE 
PRODUCTS CORPORATION 
BOX 568 LANSDALE PA 





For More Information Circle No. 380 


PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 
Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 




















For More Information Circle No. 381 


CASH REGISTER 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill 


For More Information Circle No. 382 
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exhibitors, demonstrating a complete 
range of office machines, equipment and 
supplies. This international show is one 
of the major events each year of the 
worldwide office equipment industry. For 
further information on manufacturers’ 
exhibit space or attendance, write to Max 
Hermieu, Comm. General du Salon, 6 
Place de Valois, Paris 1, France. 


Posting Equipment Distributors 


Posting Equipment Corp., Buffalo, N. Y., 
announced that Mead-Lee Associaties, 1026 
Niagara St., Buffalo 13, N. Y., are now 
sole distributors and sales agents of all 
their products, which will be sold only 
through the trade. Posting Equipment 
Corp. will confine its activities to produc- 
tion and new product research. A new 
catalog for dealers is available from Mead- 
Lee at above address. 


Davidson Western Manager 


Thomas H. McFadden, manager of 
Davidson Corporation’s Los Angeles 
branch office since 1952, was appointed 
western regional sales manager by W. W. 
Davidson Jr., executive vice president. Mr. 
McFadden’s career in the printing and 
duplicating field spans a period of over 
36 years, during which he worked with 
early pioneers and inventors in the design 
of small offset machines. 


Prison Trains Repairmen 


Despite rebuffs by several organizations 
and refusals to aid in any way by many 
trade union locals, members of the Pacific 
Northwest Office Machine Dealers Assn. 
accepted a challenge from R. C. Freeman, 
educational director of the State Peniten- 
tiary at Walla Walla, Wash., to assist 
worthy graduates of the typewriter-adding 
machine repair course. Association mem- 
bers review each man’s penal record, at- 
tempt to place him with an employer, and 
furnish late model machines on a six- 
month loan basis for the “students” to 
work on. The rehabilitation program, 
after seven years’ operation, has been so 
successful that other state penal institu- 
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tions intend to copy it this fall. Not a ° 
single Washington parolee has violated It just SNAPS apart 
his trust and returned to the penitentiary. 
The penitentiary course of 15 months 
usually starts with 40 men. After the 
first six weeks, the number is cut to 17 or 
20. A three-month refresher course is 
given prior to parole date. 


3 Appointments at Royal 


W. H. Beckwith, Vice President, Appli- 
ance Sales and Service, Royal McBee 
Corporation, has named three men to new 
managerial posts in the corporation. K. A. 
Clarke, formerly assistant to Mr. Beck- 
wih as named othe nwry<reated post LETTEREX sts ava in a 
his new post he will supervise the sales colors. A set is a high quality peer 

skin lightly tipped to an intense and 


activities of all field managers in the Ap- 
pliance Division and will operate out of clean carbon sheet. 500 sets to a box. 


Port Chester, New York. George Witzel, LETTERE X 
formerly Appliance Development Man- | © 
ager, has been named Merchandising | | 1114 HALF STREET, S.W., WASH. 24, D.C. 


Manager for the Appliance Division with be —- — ~oeme nes 
headquarters at Port Chester. He was For More Information Circle No. 383 














1 roof 
5 divisions 





quality + selection + economy 


There are no unknown quantities in this 
equation. By establishing 5 divisions UNDER ONE 
ROOF, we enable our customers, both dealers and users 
alike, to get top quality office machines—any make 
and any model—at a tremendous saving. It’s a solution 
that proves worthwhile, everytime 


The following are the 5 divisions available to you: 


Addressograph Banking Adding and Calculating Bookkeeping icine 
Division Division Machine Division Division Division 


INTERNATIONAL OFFICE APPLIANCES, INC. 


326 Broadway, New York 7, N. Y. HA 2-6700 + Cable: ADDBOOKAL 


For More Information Circle No. 384 
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) a Won't Do 


When You Use ‘ 


MIM-E-0 2 


VERTICAL 


FILES 


learn how 

simple and easy it is 

to FILE and FIND Stencils and Offset Negatives 
or Masters — using the MIM-E-O Spring Clip 
method — you'll never again make work for 
yourself the old, way ! 

In MIM-E-O Files stencils and masters “hang” 
vertically on individual steel hangers — free 
from pressure, oxidation, scratching or other 
harmful handling abuse — indexed for instant 
finding — fast and profitable 


When you 
“*never-sure™’ 


which means 
re-runs. 

LOW-COST, sturdy MIM-E-O Vertical Files pro- 
tect your costly investment in originals—photos, 
artwork, ruled forms, typing. ALL 
paratory work is SAVED. 

SEVEN (7) models available to SAVE and PRO- 
TECT your Stencils and Offset Masters. Capaci- 


ties from 100 to 1400. 
PROMPT SHIPMENT FROM STOCK 


— 


costly pre- 


casy-FiLe CLIPS 


save 
" space 


MIM-E-O STENCIL FILES CO. 
1219-21 W. Chestnut St. e Chicago 22, Ill. 


500 Distributors . . . coast to coast to help you 
solve your stencil ar offset filing problem. 
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| ternational 


| de Cybernetique. 


| exposition 


Portable Manager for the eastern region 
in 1955 and became Appliance Develop- 
ment Manager in February, 1957. Blair 
E. Rodgers has been named Great Lakes 
Regional Appliance Sales Manager. Mr. 
Rodgers, who has been with Royal Mc- 


| Bee’s Appliance Division since last year, 


was Central Re- 


gional 


most recently Acting 
Appliance Manager. 


Automation Congress in 1958 


The 4th International Automation Con- 
gress and Exposition will take place June 
9-13, 1958, in New York’s Coliseum. As- 
sociated activities will include the Ist 
Military Automation Exposition and an in- 
conference on _ cybernetics 
sponsored by the Association Internationale 
Hundreds of clinic ses- 
sions will make use of exhibited equipment 
at hours which will not conflict with the 
proper. Data from Richard 
Rimbach Associates, 845 Ridge Ave., Pitts- 
burgh 12. 


| DeJur-Amsco Western Offices 


New general offices and warehousing fa- 
cilities to cover 11 western states were 
opened by DeJur-Amsco Corp. at 11650 
West Olympic Blvd., Los Angeles, under 


| the direction of west coast sales managers 


John Morris for photographic and office 
equipment and William Stone for indus- 
trial electronic components. 


1958 Cincinnati Business Show 

The next Cincinnati Office & Business 
Equipment Show will be held Oct. 28-30, 
1958 in the Music Hall. Following shows 
in 1955 and 1956, the committee voted 
to skip this year. The show’s office is 
at 311 Pike St., Cincinnati 2. 


Roytype Sales Executive 

W. W. Pennels, vice president, Office 
Typewriter Sales and Service, announced 
the appointment of J. T. Dessureau, for- 
merly eastern regional manager for Roy- 
type Business Machine Supplies, to the 
position of assistant sales manager for the 
Roytype Department. 
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ACCURATE 


1 he MACHINE RUNNING-TIME RECORDS 
HOUR LOG 


not a promise but a fact 
| at Consolidated 


Consolidated offers the widest 
range of business forms for 
every purpose — standard 
stock forms, tabulating ici: ceetes tine 
forms, W-2 and other tax 


; is expensive . . . Install 
forms, and custom - printed | the new ENGLER business machine hour log 


forms to meet specifications. | and have records of actual machine running 

Write for Catalog Aor send | time. These logs are specifically designed for 

sample forms for quotation. | use on all types of Electric or Electronic 
| Punched Card Accounting Machines. 


g 


Write today for detailed bulletin. 


A SES | ENGLER INSTRUMENT COMPANY 


BUSINESS SYSTEMS, INC. DEPT. 09, 254 CULVER AVENUE 


30 Vesey St., N. Y. 7, N.Y BArclay 7-3687 JERSEY CITY 5, NEW JERSEY 
i ircl . 
"For More Information Circle No. 287 __ For More Information Circle No. 289 





( DOCTOR-LAWYER- 
NO FILE TOO SP 
For Smith 


PROJECTING 
SIGNALS 


@ Can be printed to order for any business 
or profession; more than 23 permanent 
captions for accountants, for example; up 
to 200 captions for lawyers. 

@ Sturdily constructed Smith Projecting Sig- 
nals last a lifetime; can be custom printed 
and still give you inexpensive filing. 

@ Available in 1/44" to 2" widths. Stocked in | | 
choice of 12 plain colors or printed RITE-LINE COPYHOLDER 
alphabets, states, days of the week, 
months, and numbers. @ SAVES EYESTRAIN ¢ TAKES COPY UP TO 20" 

* | e PROMOTES ACCURACY e HOLDS NOTEBOOK 

See your office supply dealer or write | | | iicreases PRODUCTION «FITS IN DESK DRAWER 


* LINE MAGNIFIER EXTRA 
CHARLES C. SMITH, INC. | Send for FREE Booklet describing RITE-LINE COPYHOLDER 


For more than 50 years, a complete line RITE-LINE CORPORATION 
of time-saving signals and indexes | 4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 288 For More Information Circle No. 290 
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FOR REALLY AUTOMATIC 


STAPLING 


use =Srap ex 
the proven + age! 


Electric Stapler! 


& Where else can you get such immediate, con- 
tinuous return for so small an investment? 
Here's a thoroughly proven electric stapler 
that quickly pays for itself in time and money 
because it is completely automatic . .. then 
Staplex goes right on putting savings in your 
pocket! 

% In over 10 years proven performance in the 
field Staplex has broken records for every 
commercial and industrial application includ- 
ing fastening moterial, bags, paper, records 
and others. It's the perfect companion piece 
for use with collators, photo-copiers, dupli- 
cotors and other office time-savers. 

*& Staples instantaneously upon insertion of 
work . . . perfect split-second stapling every 
time. No tiresome hand or foot controls .. . 
both hands free to work with. Portable . .-. 
plugs in anywhere. Reloads in two seconds 

. nothing to lift, turn or pull out. Simple, 
quick set accurate adjustment up to 41/4” 
in depth 


IN COLOR! Staplex is now available in 
Suntan, Mist Green, Dust Blue, Marine Grey, 
Coraltone (Pink) and Black. 


2Sroplex .. 


easiest . . . savingest way fo staple! 
[7 THE <Staplex company —-—-—— 
775 Fifth Ave., Brooklyn 32, N. Y. 


| [) Show me STAPLEX in action! 
| [} Send me further information 


. the fastest... 








NAME 








ADDRESS 








! © 1957, The Staplex Company 


| 
| 
| 
]| COMPANY | 
| 
| 
| 
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Allied’s Southwest Manager 

Chares M. Richey, former territorial 
representative for Allied Carbon & Ribbon 
Mfg. Corp., New York, was appointed 
manager of sales for the southwest district. 
He leaves New York this month to take 
over his duties and will make his head- 
quarters in Dallas. 


Print-O-Matic Appoints Joe Ellis 


Due to dealer and distributor demand 
for closer association with Print-O-Matic 
products the firm appointed Joe B. Ellis 
as factory representative in the southeast. 
He will make his headquarters in Colum- 
bus, Ga. Mr. Ellis has a background of 
experience with office equipment and sta- 
tionery supplies and is well known among 
the dealers and distributors of the south- 
west. 


Heyer Duplicator in Exhibit 

The Heyer Corporation’s new Mark II 
Conqueror Spirit Duplicator was chosen 
with 130 examples of outstanding Amer- 
ican industrial design in the communica- 
tions field being sent to the Eleventh Tri- 
ennale, the international exhibit of indus- 
trial design, architecture and home fur- 
nishings held every three years in Milan, 
Italy. The U.S. exhibit entitled, “Com- 
munications at Home and at Work” in- 
cludes items from both aural and visual 
communications. 


N. F. Whitmore Retires 

N. F. Whitmore, responsible for the 
production of millions of tags and indexes 
for filing systems, retired after 57 years of 
active service with Charles C. Smith, Inc., 
Exeter, Nebr. Mr. Whitmore joined the 
firm in 1900, four years after it was estab- 
lished. In 1908, he became production 
manager, the position he held at his re- 
tirement. He directed the transition from 
hand to machine production as the Smith 
line grew from the original index tag to 
more than 50 different styles and sizes of 
indexes. Manager Thane D. Croston said, 
“It probably will take two or three of us to 
handle his job.” 
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‘Test’ for Secretaries 
(Continued from page 118) 


for filing. ) 

3. The boss goes through a long 
ritual explaining very clear details when 
he gives his secretary a simple job. 
Everything about the project is obvious, 
clear and in good order. 

a. Get angry and hurt because you 
are sure he must think you’re an idiot. 
(If you really wish to regress to a less 
responsible degree of functioning, take 
this as an opportunity to regress. Misfile 
letters, misspell words, etc.) 

b. Go right along with him, using as 
departure for conversation that his com- 
mas are in the right places, the form of 
the material looks o.k., and that the 
paragraphing is done properly. He is 
lonely and wants to talk to you, but 


can’t think of anything else to talk 
about other than the simple details of 
this job. 

4. The typewriter keeps misspelling 
both simple and complicated words, 
and the secretary is at the end of her 
patience and eraser. The rush job that 
should have been finished an hour ago 
looks like refuse from the wastebasket. 

a. Give the untidy paper to your 
boss, hoping that today his astigmatism 
is more troublesome than usual (or 
hope that he does have astigmatism). 

b. With quiet slow burning rage, 
grasp the axe you keep handy in your 
desk for such occasions and, with one 
deft fell sweep, split the damn machine 
in two. 

c. Do neither of the above, but take 
five to ten minutes to arrive at a better 
solution to the problem. 








SAVES SPACE, 
TIME—LABOR—MATERIALS 








Any Card Inserted Into — Plastic “SELF-INDEXER’’, 
AICO’S Transparent... (shown above), becomes... 


FREE! 


Write Dept. 70, 
for free sample, 
literature, and 
name of your 
nearest supplier. 


INDEXES 





An Index Guide 
At Guide Height! 


It's The 
NEW, FASTER 


More Economical Way 
To Index 
Your GARD FILES 


With AICO’s new, transparent, plastic, 
“*Self-Indexer,”’ you can make an Index 
Guide in seconds, out of any card in 
yeur file. Just slip the card into the 
top, double-lip and the bottom slot in 
the “Self-Indexer”. The Combination 
becomes an Index Guide, at Guide 
height, %4” above the other ecards. 
Made of heavy gauge plastic; won't 
chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size, Special 
sizes made to order, to your specs. 
Prices on request. 


44-16 23rd St., Long Island City |, N. Y. 
426 S. Clinton St., Chicago 7, Illinois 








For More Information Circle No. 393 
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Advertise to 





Afghanistan 

Alaska 

Algiers 

Arabia 

Australia 

Austria 

Belgian Congo 

Belgium 

British East 
Africa 

British Guiana 

British Honduras 

Burma 

Canada 

Ceylon 

Cyprus 

Denmark 


Egypt 

Ethiopia 
Finland 
Formosa 

France 

French Africa 
French Guiana 
Germany 

Ghana 
Gibraltar 

Great Britain & 
Northern Ireland 
Greece 

Haiti 

Hawaii 

Hong Kong 


n 


Iceland 
India — 
Indonesia 
Iran 

iraq 
Ireland 
Israel 
Italy 


Japan 


Kenya 

Lebanon 
Liberia 

Libya 
Luxembourg 
Madagascar 
Madeira Island 
Malaysia 


Dp 
Netherlands 
Netherland West 
Indies 
New Zealand 
North Rhodesia 
Norway 
Pakistan 


DIFFERENT 
MARKETS 


1956 $3,303,613 of bookkeeping and accounting ma- 
chines (not including punched card equipment) was ex- 
ported from the United States to France. 61,992 office 
staplers went to Belgium and the Congo. And 
$98,413 of metal office furniture left for Indo- 

nesia. France, Belgium, the Congo and Indo- 

nesia are only four of the 76 countries and 

territories listed below where every autumn 

OFFICE EQUIPMENT EXPORTER 

is enthusiastically received and acted 

upon by office equipment importers, 

dealers and specialists. These 

countries buy both high and low 

priced items. Get a share of 

this business by advertis- 

ing in the forthcoming 

1957 edition. Write 

today for rates. 


Office | 


uipment 
( xporter 





Philippines 

Portuguese Africa 

Puerto Rico 

Siam 

South Sea _ Islands 

Southern Rhodesia 

Sudan 

Surinam 

Sweden 

Switzerland 

Syria 

Tanganyika 

Tunisia 

Turkey 

Union of South 
Africa 

Viet Nam 

West Indies 

Yugoslavia 





OFFICE PUBLICATIONS CO. 


232 Madison Ave., New York 16 


Circulation over 9,000 
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5. The secretary has developed a 
violent case of hiccups. Before she can 
take time to get a drink of water, hold 
her breath for five minutes or swallow 
ten times in succession, the phone rings! 

a. Answer the phone and between 
hiccups explain that you have hiccups 
and that you'll call back later. 

b. Pick up the receiver and say “Joe’s 
Bar.” 

c. Ignore the ringing phone until the 
inner tension produced by such a fla- 
grant disregard for your duties resolves 
the tension causing your hiccups. 

6. The boss’ taste in art is not so hot. 
As a matter of fact, the pictures he 
hangs on his walls make his secretary 
writhe. This is o.k., each to his own 
taste, except that everytime she is called 
in to take dictation she faces the least 
aesthetic picture he owns. 


a. Keep your eyes glued to your note- | 


book at all times—even those times it 
takes him ten to fifteen minutes to 
formulate the next sentence. 

b. Re-arrange the pictures so that 
there is no picture hanging on the wall 
you have to face. (Any re-arrangement 
of furniture, pictures or articles on a 
boss’ desk usually makes him nervous, 
edgy and insecure for several weeks, so 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be roiled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent roiling. 
Made in 13 _ heights qd 
i Send for Circular 
56-0 and prices. 

1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, ti. 


For More Information Circle No. 387 


IMPROVED, ELECTRIC, NOISELESS 
Ribbon 

and 

Carbon Paper 

Testing 

Machine 


Keys work one at a time, 8&6 
weighs 23 lbs. net, office type. 
factory 
F. SIMONYE, Mt. Airy & Harbourton Road, 
Lambertville, N. J. « Phone: 930 R. 2. 


For More Information Circle No. 388 








prints per minute, 
Price $500.00 F.O.B. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY 
STYLES 


FOR 
HANDWRITTEN 
SNAPOUT 





MFG. CO., Inc. 


P. O. BOX 243 


WINTHROP, MAINE 


bear this factor in mind when contem- | 


plating such a step.) 


c. Bribe the janitor to hide the pic- 


ture somewhere. This may be a some- | 


what troublesome solution, 
because of all the commotion that will 
follow when your boss attempts to find 
the lost “masterpiece.” 


d. Always take dictation with your | 


darkest sun glasses on. 


7. The secretary has no less than five | 
Frequently each one has an | 


bosses. 
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-THE-MONTH 
“KNOWN BY THE COMPANY IT KEEPS - LAUGHING” 


62 °Q Build good will for your Company 
/,eS> es, Magazine with cartoons by America’s 
4s . ; . 
k y)? favorite artists. For samples -prices 
send publication name and circulation. 


CARTOONS-OF-THE-MONTH, ROSLYN 3, N.Y. 
For More Information Circle No. 390 
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MULTISTAMD 


STENCIL DUPLICATOR Jf & 


MANUFACTURED ONLY BY THE MULTISTAMP CO. 





NORFOLK, VIRGINIA 


CARTON MARKING» 
AND ADDRESSING 


(Bp aat tlecracs 


ion SMITH ECO 
pak Tmt : 
ATT MR 


z 
BROWN FAST. fat 


PRINT DIRECT! 

labels and of attaching labels to cartons. Ad- 
dress 1,000 or more cartons trom one low-cost 
stencil without re-inking. Model IA illustrated, 
complete outfit, $12.50. Smaller size, Model 
No. | complete outfit, $9.50. 


ALSO IDEAL FOR 


SHIPPING TAGS MENUS 
LABELS OFFICE FORMS 
POSTCARDS BULLETINS 


Portable, non-mechanical, of non-corrosive metal, 
replaceable ink pads, 8 complete outfits: $9.50 to 
$99.50, including supplies (f.o.b. factory). No. 
complete outfit (illustrated below), postcards and 
large tag size, $19.50. Write for literature or see 
your office or shipping room supply dealer. 


OVER 35 YEARS 
For More Information Circle No. 394 


sORT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE alg! hand-sorting of cards, 


a 
etters, invoices, orders, 
business forms or public docu- 
ments. We make all types from 
tiny desk models to shuttle- 
carriage machines. Write for 
illustrated circulars. 





Representatives everywhere. 


Associated Industria! Designers 


P.O. Box 39652, Los Angeles 39, California 
Piant: 1248 East Sixth Street 
Warehouse: New York, Chicago 
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equally important rush job to be done 
immediately! 

a. Be judicious. Give first preference 
to the work of your favorite boss. 

b. Call them all together and let them 
decide among themselves who is most 
important and which one should get 
his work done first. 

c. Get five typewriters and learn to 
type with your toes and your nose so 
that no one feels left out. 

d. Tell them all you have only ten 
fingers and one typewriter and why 
does everybody have to get so busy all 
of a sudden. 

8. The boss thinks his secretary’s not 
getting a particular job done quickly 
enough. He broods around her desk, 
frequently asking how’s it going, can he 
do this or that, does she think they’re 
going to make it, etc. He refuses to en- 
trust to her the successful completion 
of the job on time. 

a. Before considering any of the 
following solutions, hold your tongue 
and don’t get mad. (But try to avoid de- 
veloping ulcers. ) 

b. Say, “What’s the matter, don’t you 
trust me to get this done?” This may 
hurt his feelings, or it may prompt him 
to say, “No.” 

c. Become so completely absorbed in 
the task at hand that you are oblivious 
to his anxious pacing in your office. 

d. Answer his question if he can help 
you by saying, “Yes. Calm yourself. 
Have an aspirin or some tranquilizing 
drug.” 

e. Never take on a job with a time 
limit. Your days will be dull, however, 
if you accept this as a solution and it 
is only recorded here for secretaries 
with a low tolerance for pressure work. 
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TELKEE KEEPS 
TRACK OF THEM 


Know where every key is at 
all times. Save time, trouble 
and money. Install a Felkee 
System designed for your ex- 
act needs ... whether 21 keys 

EMBASSY or up to 2240, or in a series 
21 Key Capacity for an unlimited capacity. De- 
$15.52 FOB Glen Riddle* veloped over 25 years’ expe- 
rience, Telkee pays for itself in 

two years. 


PRESIDENT 
2240 Key Capacity 
$1317.74 FOB Gien Riddle* 


Because of standardized units, your Telkee grows with changing 
key needs at little cost. Investigate today the complete Telkee story 
without obligation. Write for free booklet. 
Address Dept. O 97 
* Special Price Information The MOORE KEY CONTROL® Systems 


Specially priced for a limited time only. Buy aaa P.O. MOORE, INC. 
now before increased costs raise prices. A SUBSIDIARY OF SUNROC CORPORATION, GLEN RIDDLE, PA 














fiamann 300 


o four-operation calculator with 


simplified keyboard 
touch- operation 
double-back transfer 
automatic division 


For further information folder No. 1404 € 


HONWERKE UND KABELINDUSTRIE 
AFT - BERLIN $036 (US-SECTOR) 


For More Information Circle No. 253 
THe Orrice—September, 1957 





Paycheck "Outlook" 
opaque, 
check. 
name. 


OUTLOOK ENVELOPE CO., 





| PAYMASTER 

















PAYCHECK “OUTLOOK” 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Nothing shows 
This improves personnel relations. 


Send for Samples and Prices Today 
Est. 1902 


Originators of “Outiook” Envelopes 


1001 W. Washington Blvd, Chicago 7, Illinois 


For More Information Circle No. 301 





Envelopes are absolutely 
essential when wages are paid by 
but the employee's 











PHOTO COPIES 


automatically 
in seconds! 


EXACT-FAX }y Genco 


 BRITE-LITE OPERATION works in any office 


light, either fluorescent or incandescent. 


DURABLE STAINLESS STEEL 
CONSTRUCTION 


w 

™ MAKES MULTIPLE COPIES ONLY 4c EACH 
~ COPIES ONE OR TWO SIDED ORIGINALS 
~ REPRODUCES FROM ALL COLORS 


Complete Units 
start at 
fixing, drying 


e MADE IN U.S.A. $ 145. 


e LIFETIME SERVICE GUARANTEE 


e Copies are 91” x any 
length e Larger units 
available « No washing, 





Dealers & Distributors Wanted | 








General Photo Products Co., Inc. 
General Photo Bldg., Chatham, N. J. 
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America’s quality 
drawing and com- 
puting devices ap- 
proved by artists 
and draftsmen. 
They like their ac- 
curacy, their trans- 
parency, the ease 
of using them... 
and their many 
plus features. Tri- 
angles, French 
Curves, T-Squares, 
Protractors and 
many others. Send 
for free Catalog 


THE C-THRU RULER co. 


HARTFORD, CONN., U.S.A. 
For More Information Circle No. 303 


VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle, Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
index in the last copy (June and December); 
two files hold an entire year's issues. Files are 


| reusable and unconditionally guaranteed or 


your money back, Postpaid in U.S. 


| File (for six months issues) $2.50 
2 Files (for a year's issues) 35.00 
3 Files for $7.00; 6 Files for $13.00 


JESSE JONES BOX CORPORATION 
P. O. Box 5120, Philadelphia 41, Fa. 
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Notional Conference | £-Z Ger 





eieaieaie 


American Statistical Assn., Ambassador 
Hotel, Atlantic City, N. J., Sept. 10-13. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2 


National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oct. 6-9. 


Systems & Procedures Assn. of America, | 


Statler Hotel, Los Angeles, Oct. 7-9. 


National Assn. of Bank Auditors & Con- 


trollers, Atlanta Biltmore Hotel, Atlanta, 
Oct. 7-10. 


Office Management Div., American Man- 
agement Assn., Statler Hotel, New York, 
Oct. 23-24. 


American Institute of Certified Public Ac- 
countants, Roosevelt Hotel, New Or- 
leans, Oct. 26-31. 


National Business Show, 
York, Oct. 28-Nov. 1. 


National Time & Motion and Management | 
Clinic, Industrial Management Society, | 
Sherman Hotel, Chicago, Oct. 30-Nov. 1. | 


National Business Forms Associates, Hol- 
lywood Beach Hotel, Hollywood Beach, 
Fla., Nov. 9-14. 


Eastern Joint Computer Conference, 
Sheraton-Park Hotel, Washington, D. C., 
Dec. 9-13. 
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Coliseum, New | 


has the ANSWER 
to your PROBLEM 


Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System, 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matter what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
tages you can 
gain with E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 
facts. 


E-Z SORT SYSTEMS, LTD. 


45 Second St., Dept. 3, San Findtions 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 


For More Information Circle No. 424 
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Reading machines (character-recognition 
units) are the latest development in the parade of 
electronic brains to graduate from the prototype 
and testing stage to business application. The 
latest models can read a variety of printed type 
faces with practically no error and, in some cases, 
eliminate the need for punched cards for informa- 
tion transference. 


There is no Sign yet of an automatic machine 
to read handwriting, but applications are endless 
for a machine which will read handwritten sales- 
checks, job tickets, telephone toll tickets, etc. 
At this point, a forms designer might ask, "Why not 
do it by mark sensing?" Print forms with variable 
wording and ten-by-ten squares of digits from zero 
to nine. If one form becomes too large for machine 
processing, use a series of differently printed 
forms in an indexed tray. This idea need not be 
limited to the requirements of present equipment 
Since new sensing-readers could be designed. The 
only requirement would be ingenuity on the part of 
the forms designer, and maybe some coding for very 
complex data. 


Continue this line of thought and you will see 
the possibilities of automation in that vast area 
of clerical work where handwriting still must be 
used. There are equipment designers working on the 
problem and we hope to be hearing more definitely 
about it before very long. 
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> Styled by Patma-Knapp 


Now make big copies. ..14“x 18” down to 3°x 5”...at 120 a minute. 


ON CARD OR PAPER...IN 1 TO 5S COLORS AT ONCE...OF ANYTHING YOU TYPE, WRITE, DRAW 
OR TRACE ON A DITTO MASTER...NO INKING...NO STENCIL...NO MAT...NO MAKEREADY 
IT'S LIKE PUTTING A RAINBOW TO WORK! 


The colorfully styled new Ditto D-70 duplicator comes 300 and more per master...in 1 to 5 colors at once 


mechanism fingertip regis 


in a choice of three color combinations: Sand grey, Balanced, shockless 
Sand grey and brown, sand grey and green. tration control...full ream feed...super speed 
no was 


What 


The quickest, easiest, lowest-cost, most satisfactory accuracy...no inky preparation 
way of all to make copies up to full 14” x 18”, on card or makes an expert of every user 
paper. Just clip-in the master, touch-a-button, and when workers need speed and ease 
out fly vivid, bright, crisp copies...at 2 per second, needs snappy copies quickly! 

TRY DITTO D-70 FREE IN YOUR OFFICE! 


FREE! Horo ne. 6884 NW. McCormick Rd., Chicago 45 


ada Dutt 


Write—or ask your t Ltd. 1 l New King 


Ditto Representa lease send me FREE Ditto D-7 
tive—for handsome Arrange a FREE Ditto demons 
tree booklet de 
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HERE’S 
HOW... 


Minneapolis Honeywell 
automated its 


order-invoice system 


With six plants in one city, this Company 
was quick to recognize the need and ad- 
vantages of Automated Data Processing 
to handle the mass of paper and clerical 
work required to facilitate manufactur- 
ing operations. An ADP system now pre- 


pares electronically and mechanically, 
through use of common-language media, 
order filling, shipping, and invoicing rec- 
ords; and inventory contrel, cost of sales, 


and year-to-date analysis records. 


The single writing of the Original Order 
initiates the procedure, simultaneously 
preparing not only the Order Form, but 
a comprehensive tape. The tape is used 
for automatic transmission of the Order 
to the Shipping Department, and later 





MINNEAPOLIS-HONEY WELL REGULATOR CO 
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for preparation of the Invoice and a se 
lective by-product tape to be converted 
to punched cards. 
The Shipping Department receives the 
Shipping Order over a printer-reperfo- 
rator which also automatically punches 
a selective by-product tape for conversion 
to punched cards. 
The Moore man, using Moore facilities, 
helped the Company’s systems men in 
scientific design and construction of the 
following Moore Marginal Punched Con- 
tinuous forms keyed for use in this highly 
automated system: a 1]-part a 
. 2 7S v 
Order Copy; a 1-part Alpha nN 
File Copy; a6-part Shipping Woots 
Order; and a 9-part Invoice. 


By ae ge MOORE BUSINESS FORMS 


lik I 
details in thi 
booklet, write on 
your Company 


NIAGARA FALLS, N.Y. DENTON, TEX. 


Inc 
EMERYVILLE, CALIF. 
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the Moore office forms and systems. 
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